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Office of Research,
Survey and Registration

Mr. Lee Rose

Records Management Division
7275 Waterloo Rd.

P.0. Box 275

Jessup, MD 20794

Dear Lee:

April 27, 1992

Enclosed are twenty-seven (27) pages of agency records inventory for

the Division of Historical and Cultural Programs.

Based on recommendations

by you and Kevin Swanson, each sheet represents the total records in each

series for the Division. For exampie:

on sheet 1, eighteen file drawers of

Work Plans and Master Plans represent the combined total of records in this

series for Jefferson Patterson Park and Museum, St. Mary's City, the Ranneker-
Douglass Museum, and the Crownsville office of the Division.

Locations for the various offices are as follows:

Jefferson Patterson Park & Museum
10515 Mackall Rd.
Leonardtown, MD 20685

St. Mary's City Commission
P.0. Box 39
Rosecroft Rd.

St. Mary's City, MD 20686

Banneker-Douglass Museum
84 Franklin St.
Annapolis, MD 21401

Div. of Historical & Cultural Programs
100 Community Place
Crownsville, MD 21032

Sincerely,

Mary Jouise de Sarran
(410) 514-7655

RECEIVED

MAY 20 1992

!

MARYLAND STATE ARCHIVES

Morglond .

Division of Historical /and Cultural Programs
Department of Housing and Community Development
100 Community Place, Crownsville, Maryland 21032-2023  (301) 514-7600
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No. L Description Retention
THIS SCHEDULE SUPERSEDES Nos. 1040 & 1062.
3
1. _WORK_PLANS AND MASTER PLANS
1.A. Archeology
Annual & long-range plans for major Retain permanently.
program areas covering goals and Transfer periodically
objectives, purposes, planned activities, to the Maryland State
time tables, and budget/staffing Archives.
projections. Publicly reviewed and
available documents.
Facility Development Master Plans covering Retain permanently.
capital projects design and development. Transfer periodically
to the Maryland State
Archives.
‘ 1.B. Jefferson Patterson Park and_ Museum
Work plans and master planning documents Retain permanently.
for Jefferson Patterson Park and Museum Transfer periodically
(JPPM) and JPPM- associated projects only. to the Maryland State
Archives.
1.C. Director's Office
Plans pertaining to programs within Retain permanently.
Division of Historical and Cultural Transfer periodically
Programs. to the Maryland State
Archives.
1.D. Management and Planning
All required federal annual work plans, Retain for three (3)
end-of-year reports, continuation grant years in office to
applications to National Park Service. correspond with NPS
review and then
transfer to the
Maryland State
Archives.
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1.E.| Afro-American Commission
Annual work plans covering the objectives, Retain permanently.
goals, and planned activities of the Commission. Transfer periodically to
the Maryland State
© Archives.
-
1.F.}] office of Research, Survey & Registration :
Annual work plans and state work programs. Retain for three (3) years.
Then send to the Maryland
State Archives.
1.G.] St. Mary's City
Work plans and master plans covering the Retain for five (5) years.
‘objectives, goals, and planned activities of Send copies to DHCD as part
Historic St. Mary's City. of DHCP records. Send
originals to Maryland State
Archives.
A CORRESPONDENCE

2.B
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Archeology

Files of original incoming letters, copies of
response letters, memoranda, other miscellaneous
papers relating to the administration of the
Archeology Office and its programs.

Jefferson Patterson Park and Museum

1
Daily outgoing written communication.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.
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2.C. | Director's Office
Daily incoming and outgoing correspondence. Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.
2.D. | Management and Planning
Original incoming and copies of outgoing Screen annually. Destroy
correspondence. material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.
Original correspondence from National Park Retain for five (5) years.
Service (NPS) or any other Federal source Then destroy.
related to Historic Preservation Fund.
COrresponJence incoming and outgoing related to Retain permanently. Retain
grantors. Records related to ownership of in office until no longer
property. ) needed. Transfer
periodically to the
Maryland State Archives.
All other records including those related to Retain for thirty years.
non-construction grant projects assisted with Then destroy.
federal and/or state funds.
2.E, Afro-American Commissgion
Original incoming letters, copies of outgoing Screen annually. Destroy
letters, memoranda, reports, and other material no longer needed.
miscellaneous papers relating to the Retain permanently records
administration of the Commission. ‘showLng bhéfdevelopmenp of
‘ ithe program; transfer
periodically to Maryland
' state Archives.
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2.F.} office of Research Survey and Registration
Daily inéomlng and outgoing correspondence. Screen annually. Destroy
B material no longer needed.
: Retain permanently records
" showing the development of
the program; transfer
periodically to Maryland
State Archives.
2.G.] st. Mary's City
Original incoming letters, copies of outgoing Screen annually. 'Destroy
letters, memos, reports, and other miscellaneous material no longer needed.
reports. ' Retain permanently records
showing the development of
the program; transfer
pericdically to Maryland
State Archives.
3. COMPLIANCE
A Archeology
.Records relating to projects reviewed under Retain for three (3) years;
Federal or State regulatory authorities. then destroy.
3.B.} Jefferson Patterson Park and Museum
Original field and site records. Retain permanently.
‘ : Transfer periodically to
Maryland State Archives.
4. MARYLAND HISTORICAL TRUST-CONDUCTED REPORTS
e
4.Ad Archeology
Reports pfoduced as. a result of MHT-funded or Retain permanently.
staff-conducted research or investigations Periodically transfer to
involving archeological resources. the Maryland State
: Archives.
4,BJ
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-Jefferson Patterson Park and Museum

JPPM field, site, and administrative records for
JPPM-sponsored projects. :

Retain permanently.
Periodically transfer to
the Maryland State
Archives. .
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ﬁggggement and Planning

Financial documents to back up reports of

5.C.

Newspaper articles, periodicals and other
publicly-~-distributed documents relating to
program activities and accomplishements.

4.C.
grantor and grantee.
5. | CLIPPING FILES
5.A.] Archeoloqy
5.B.

Jefferson Patterson Park and Museum

Newspaper articles, periodicals, and other
publicly-distributed documents.

Afro-American cémmission

Newspaper clippings.

- -.....' —
e e

Por .

Retain for three (3) years
in office for State audit.
Keep with report for
transfer to the Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

Screen‘gnnually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program,

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program. .
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6.B,

6.A.
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St. Mary's Cit

Newspapers articles, periodicals, and other
publicly-distributed documents.
-

PROGRAM DEVELOPMENT FILES

Archeology

Files relating to conception, development and
establishment of new program areas (e.g.
Maryland Maritime Archeology Program; NOAA
National Center for Maritime Preservation
Technology)-.

Jefferson Patterson Park and Museum

Project and program general administrative files
(e.g. Chesapeake Bay/Patuxent River Outdoor
Educational Programs; Solomons Environmental and
Archaeological Research Consortium).

Director's Office

" Program and divisional development and

organizational files.

Maryland Historical Trust Board of Trustees
nminutes and related files. -

Management and Planning

-National Park Service data, Federal time

distribution forms, requests for payment forms
to Federal agencies, back-up documents for
request for payment. . '

Budget development files.

.
P-“-‘lr~"—'

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

Retain permanently and
periodically transfer to
the Maryland State
Archives.

Screen annually. Destroy
materials no longer needed.

Retain permanently.
Transfer periodically to
the Maryland State
A;chives.

Retain permanently.
Transfer periodically to
the Maryland State
Archives.

:tain accoxding to Federal
:gulations. - Then destroy.

stain for three (3)2xears
nd until audit e
equirements are met, 't
hen destroy.
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.

Operational plans of major programs for upcoming
Contains information on .
ublications, museum collections, exhibits, and

8.C.

pac . .

Y

Records relating to multi-state cooperative
undertakings, excluding reports and . technical
publications resulting from those undertakings.

6.E. t. Mary' t
fiscal years.
public programs.

7. MULTI-STATE PROGRAM

7.A. | Archeology

7.B. | st. Mary's city

Historic St. Mary's City works cooperatively
with other state agencies, i.e., St. Mary's
College, DGS, State Planning, and other program
offices including DHCD.

IECHNIGHL RASSISTANCE TO LOCAL GOVERNMENT FILES

Archeology

Incoming technical assistance' letters, outgoing
reply letters, notes and other records such as
project plans, maps, photographs relating to
requests for technical assistance.

Jeffersog Pattefsoh Park and Museum

_ Inéoming technical assistance letters, outgoing

reply letters, notes and other records such as
project plans, maps, photographs reiating to
requests for technical assistance.

St. Mary's City

sStaff assists when called upon, i.e.,
archeological mitigation of developmental
programs such as the trail system, Dept. of

‘Agriculture (RC&D).

Retain for five (5) years.
Then destroy.

Retain for five (5) years.
Then destroy.

Retain for five (5) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy. '

Retaib for three (3) years.
Then destroy. )
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9. GRANT APPLICATION FILES
9.A. Archeoloqy
Survey and Planning Grant applications, State Retain for three (3) years
*Preservation Grant applications, staff per National Park Service
applications review forms. Records excluding regulations. Then destroy.
final reports. -
Director's Office
9.B.
Bowman Board (Washington County Histeorical and Retai
Fine Arts Trust) grant files. etain 30 years, then
destroy.
9.C. | Management and Planning
Grant application files, grant agreement files Retain for three (3) years
for Survey and Planning, Certified Local per National Park Service
Government, state non-capital grant fund. regulations. Then destroy.
bn, Office of Research, Survey and Registration
Survey and Planning Grant applications. Retain for three (3) years
. per National Park Service
regulations. Then destroy.
9.E.} St. Mary's City
Historic St. Mary's City complies with DHCD Retain for three (3) years
regulations for submission of grants for per National Park Service
approval and clearinghouse numbers. Regulations. Then destroy.
!
10. THEMATIC RESEARCH DATA FILES
10.A. Archeoloqy
Records relating to specific research and Retain permanently.
investigations regarding archeological themes Periodica};y transfer to
and their development. the Maryland ‘stateé -’
: Archives.
10.B. Jefferson Patterson Park and Museum
l Research topics developed at Jefferson Patterson Retain permanently.

P o -
poe

Park and Museum and the resultant information
files.

Periodically, transfer td
thé "Maryland State-’. . |
Archives.

The I8,
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10.C
10.D.

10.E.

11.B.

11.C.

o-America issio

Topical reports on African-American relﬁted'
topics.

-

Ooffice of Research, Survey and Registration

Files keyed to comprehensive plan structure.

'St. Mary's City

Axcheological mitigation reports. Final reports
to funding agency. Research papers,
developmental library.

LIBRARY AND INFORMATION SERVICES

Archeolo

Publications, suiéey reports, inventory records,
slidee, tapes, photographs relating to
archeological resources.

Jefferson Patterson Park and Museum

Phblicationa,«sﬁrvey reports, inventory records,
slides, tapes, photographs relating to
archeological resources. '

St. Mary's Citx

Research manuals, reference docuﬁents, reference
books for all phases of museum.

CAPITAL PROJECTS

Jefferson Patterscon Park and Muaegg

Files of administrative drawings and
apecifxcationa for modifications to the JPPM
site and appurtenances constitute historical

‘ . documentation of facility changes.

Retain permanently.
Periodically transfer
the Maryland State
Archives.

Retain permanently.
Periodically transfer
the Maryland State
Archives.

Retain permanently.
Periodically transfer
the Maryland State
Archives.

Retain permanently.
Periodically transfer
the Maryland State
Archives.

Retain permanently. '
Periodically transfer
the Maryland State
Archives.

Retain- permanently.
Periodically transfer
the Maryland State
Archives.

Retain permanently.
Transfer periodically
the Maryland State
Archives.

to

to

to

to

to

to

-,

to
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12.B.

13.

13.A

13.B.

13.C.

13.D.

bor oo o

Records detailing State-funded expansion of
museum. :
-

MAINTENANCE AND SERVICE LOGS _

Archeology

‘Vehicle service records. Equipment service and

repair records.

Jefferson Patterson Park and Museum
Some service logs are not documents of record
(i.e., logs re: vehicles); others pertaining

to buildings and equipment are retained and
reviewed periodically.

Management and Planning

Files pertaining to maintenance and service.

Afro~American Commigsion -

Documents, contracts, and reports having to do
with building maintenance and service.

€t. Mary's City

Maintenance requests, maintenance logs,
maintenance equipment files, inventory (DHCD)

Record copy permanently
retained at Dept. of General

 Services. Retain copies for

five (5) years at St. Mary's
City. Then destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain for three (3) years.
Then destroy.
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15.

14.B.

SECURITY AND SAFETY REPORTS

Jefferson Patterson Park and Mugeum

®Incident files including copies of police
ceports, contact forms, notes, photographs.

St. Mary's Cit

Security service requests, incident reports.

15.4A]

15.B

! 16.8',

i
®
L

REAL PROPERTY DOCUMENTS

Archeology

Equipment specifications, operatlng and
maintenance manuals.

Deeds and titles.

Jefferson Patterson Park and Museum

Legal documents.

Signed copies of deeds, etc.

EQUIPMENT INVENTORY FILES

Archeology

Lists of equipment under program control.

Jefferson Patterson Park and Museuym

Lists ‘of equiphent under program control.

Retain for three (3) years.
Then destroy.

Retain for thrée (3)'years.
Then destroy.

Retain until property is
sold or disposed of. Then
transfer to new owner .or
destroy.

Retain permanently.
Transfer periodically to
Maryland State Archives.

Retained at county
courthouse.

Retain permanently.
Transfer periodically to
Maryland State Archives.

':,r‘\\i*‘rm ‘..‘.Ej"f\ “
Update annually. Retaid
annual records for one (1)

year. Then destroy.

A
. N
[ L IO R

Retain-at” JPPM until )
equipment is deaccessioned
or superseded. Then
destroy.
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16.cC. Management and Planning
Liste of equipment under program control. Retain until equipment is
deaccessioned -or
° superseded. Then destroy.
- ’ '
16.D.} office of Research, Survey and Registration
Lists of equipment program control. Retain until equipment is
deaccessioned or
superseded. Then destroy.
17. |, RENTAL RECORDS
17.A] Archeology

o.

Equipment and facility rental agreements.

Jefferson Patterson Park and Museum

Records pertaining to rental income properties.

17.C} st. Mary's City

Rental lease agreements
18. GRANTS RECEIVED
18.A

Archeology

Records relsting to Md. Historical Trust -
received grants, including grant application

o mn orsmgre wmmm—~

boe oo 0

and administration documents, but excluding
final reports, publications of other products
produced under the grant.

Retain while equipment or
facility is being rented
plus one (1) year. Then
destroy.

Retain while equipment or
facility is being rented
plus one (1) year. Then
destroy.

Retain for five (5) years.
Then destroy.

Retain for three (3) years.
Then destroy.
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19.C

19.D

o ecmme .

Granting abency has récords.

EXHIBITS...Public EventséVisitation Records

Archeology

Records of public attendance at exhibits/events.

Jefferson Patterson Park énd Museum|

Information on exhibits and public programs.

Management and Planning

Files recording numbers of public events and
visitation records.

Afro-American Commission

Information on exhibits and public programs.

PAGE
No. 13 of 19
Hem
No.. Description Retention
18.B. Jefferson Patterson Park and Museum
Administrative, financial, correspondence, Retain for three (3) years.
notes, and final report information are included Then destroy.:
"in these documents. ' :
-
18'Cﬁ Management and Planning
Keep records the length of
Grants received from outside sources by fund time specified by each
raiser to enhance DHCP programs. grantor. = Then destroy.
Grants received for historic preservation, Retain permanently.
specialized historically preserved properties, Transfer periodically to
National Register properties. the Maryland State
Archives.
18.0 St. Mary's City
Records and reports kept through expenditures of Retain for seven (7) years.
the grants. Then destroy. .

Copies retained by granting
agency.

Retain for five (5) years.

Then destroy.

Retain for five (5) years.
Then destroy.

Retain for five (5) Jyears.
Then destroy.

Retain for five (5) years.
Then destroy. i .
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20.A.

20.B.

20.D.

20.E.

St. Mary's Cit

Information on exhibits and public programs.

‘CENERAL POLICY FILES
-

Archeology

Documents relating to program policies and
methods.

Jefferson Patterson Park and Museum
Policies that pertain to JPPM site and personnel
are documents of record to be retained at JPPM.

For outside policies, JPPM does not have the
documents of record.

Director's Office

Files pertﬁining’to programs within the
Division; boards and commissions.

Management and Planning
Files pertaining to federally-mandated policy

and procedures related to acceptancé of Historic
Preservation Funds.

Office of Research,. Survey and Registration

Files dealing with general policies of ORSR.

Retain for five (5) years.
Then destroy.

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain at JPPM only those
policies which have a
potential for legal review.
Destroy all others.

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain on site for five (5)
years. Then destroy.

Y

]
Retain permanently.

EPeriodically transfer to
the Maryland State Archives

records showing progran
development and change.
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SMCC minutgs and records. DHCD directives.

Records relating to liaison with non-MHT

Jefferson Patterson Park and Museum

Officially associated organizations' files are
retained for the benefit of the state only. The
nature and types of documents vary widely.

Director-involved organizations.

22.C1

Jefferson Patterson Park and Museum

For JPPM volunteers only. Records include time
sheets, personal information and miscellaneous

20.F{y gt. Mary's City
21. | QUTSIDE-RELATED ORGANIZATIONS
21.4A Archeology
archeological organizations.
21.B.
21.C.} Director's Office
22. VOLUNTEER FILES
22.A.] Archeology
Files related to volunteers.
22.B.
documents.
St. Mary's City

Records of volunteer hours.

prow—.
P T e p——

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain for three
Then destroy.

Retain for three
Then destroy.

Retain for three
Then destroy.

Retain for three

Then destroy.

Retain for three
Then destroy.

Retain for three
Then destroy.

(3)

(3)

(3)

(3)

(3)

(3)

years.

years.

years.

years.

years.

years.
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‘REVIEW AND COMPLIANCE-OFFICE OF PRESERVATION
SERVICES

Environméntal Review Files

“Files contain all correspondence and
documentation of projects reviewed to fulfill
compliance with federal and state historic
preservation laws and regulations (including
Sections 106/110 of the National Historic
Preservation Act of 1966 and Sections 5-617/618
of Maryland law Article 83 B).

1)

2)

Periodically to Md. State Archiy

"Effects"” - retain for
three (3) years after final
completion of project.

Then discard. Any site
survey documentation should
be retained until actual
review is completed. Then

integrate into Md.Historical Trust

inventory records/files/
and/or National
Register/Determination of
Eligibility files, as
appropriate.

"No Effects" - retain in 3
inactive files for three
(3) years. Then destroy.

Exceptions: The following
types of no effect projects
would not follow the above
plan:

a. . Corps of Engineers
Dredging projects
- retain (basic
information)
permanently in
Office of
Preservation
Services files for
future reference
and records on
prlor dredging

tivities. Transfe

b. - state Highway
Administration
projects - retain
(basic
information)
permanently in
Office of
Preservation
Services lnactive
files for future
reference. Transfer
periodically to Md,

[es

State Archives.

« e

0% o Ja,
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23.B¢

23.C.

23.D.
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Federal Tax Certification Files

Files contain all applications, correspondence,
and documentation of projects reviewed for the
purposes of federal rehabilitation tax incentive
programs.

State 502-H Files

Files contain all applications, correspondence,
and documentation of projects reviewed for the
purposes of the state subtraction for the

preservation of historic property (Form 502-H).

Miscellaneéus Review_and Compliance({Files

1. 'Federal Memoranda of Agreement

2. State Memoranda of Agreement

3. Preservation laws and regulations

4.. Historic districts (National Register
listed and survéyed)-by county

5. Maps which are numbered and the numbers

clearly marked within the appropriate
project file

6. General subject files (miscellaneous topic
or agency information) filed ‘
alphabetically by subject )

"Problem Projects"” - retain
in Office of Preservation
Services inactive files
permanently. Transfer period-
ically to Md. State Archives.

Retain for five (5) years
after final certification
of completed project.
Retain all certified Part I
& II aplications which
advanced no further for
five (5) years after
certification. After five
(5) years in files,
discard. Incomplete

- project applications which

are not completed within 30
days after notification to
applicant will be forwarded
to the National Park
Service. '

Retain until end of project
amortization period. Then
dispose of file. Retain
any photodocumentation of
easement properties.

Retain for ten (10) years.
Then destroy.
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24.B

24.C.

24.DJ

24.E

B

b .-

FINANCIAL ASSISTANCE AND EASEMENTS-Office of
Preservation Services

Grant Files

*Files contain all applications, plans,
agreements, project inspection forms, grant
disbursements, correspondence and other
information relating to the state historic
preservation grant program.

Grant Application Files

Files contain all non-funded grant applications
received, as well as materials related to the
application solicitation, grant selection, and
-award notification process, organized by grant
round.

Loan Files

Files contain all applications, plans,
agreements, mortgages, project inspection and
fund disbursement forms, correspondence and
other information relating to the state historic
preservation loan program. :

Loan Application files

Files contain all non-funded loan applications
received, as well as materials related to loan
application solicitation and award process.

Easement Files

Files contain preservation easementd held by the
Maryland Historical Trust, including property
documentation, inspection reports, requests for
and decisions on alterations and changes, and
other correspondence. ’

Retain files for ten (10)
years from date of project
completion. Then destroy.

Retain for three (3) years
from date of notification
of rejection. Then-
destroy.

Retain files for ten (10)
years from date of loan
repayment. Then discard.

Retain for three (3) years
from date of notification
of rejection. Then destroy.

Ooriginal recorded easement
and exhibits are sent to
the Maryland State Archives
upon easement execution.
Maryland Historical Trust
retains a copy of the
executed original, all
photographic negatives, and -
all other property
documentation and
information in current
files for thirty (30)
years.

0 - Ja.,
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24.F.] pending Easement Files
Files contain all materials relating to the
acquisition of as yet unexecuted easements.

25, ARCHEOLOGICAL SERVICES - Office of Preservation
Services
Archeological research reports prepared as the
result of review, compliance, funding, easement
or other activities.

26. ARCHITECTURAL AND ENGINEERING SERVICES - Office
of Preservation Services
Files contain all documentation and
correspondence relating to the acquisition and
disposition of Maryland Historical Trust-owned
property. '

27. PROJECT PLANS, SPECIFICATIONS, AND ENVIRONMENTAL

— -

por .0 o

REPORTS - Office of Preservation Services

Files contain oversized project plans,
specifications and environmental reports
generated from review, compliance, financial
assistance, easement and Maryland Historical
Trust-owned property activities.

Retain for five (5) years
from date of last
correspondence. Then
destroy.

Upon project completion,
send to Maryland Historical
Trust library for permanent
collection. Transfer
periodically to Maryland
State Archives.

Retain all files for five
(5) years from date of sale
or transfer. Then transfer
to the Maryland State
Archives. Retain all
leased property files until
superseded. Then destroy.

Transfer to Maryland State
Archives all items for
properties on which
easements are held.
Discard all else.

)

10 o 8,




. INSTRUCTIQNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORWARD

¥iTH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273

AGENCY RECORDS INVENTORY

race L _or 27

‘3 $80-1) JESSUP, MARYLAND 20794
+ DEFARTMENT /[AGENCY 2. DIVISION 3. UNIT
DHCD

Div. Historig%%g%aggltural

" DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE
' 1. WORK PLANS & MASTER PLANS

A SROUP OF RELATED RECORDS NORMALLY FILED
- REFERENCE AS WELL A9 RETENTION AND DISPFOSITION PURPOSKES

AND USED AS A UNIT FOR

5. EAMLIEST YEAR/LATEST YEAR
/970 «o /9275

4N 'THE SERIES.

. ¢. MECORD SERIES DESCRIPTION ‘IIIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS PFOUND

Annual and long-range plans for major program areas covering goals and objectives,
purposes, planned activities, time tables, and budget/staffing projections.

INCLUDE THME PURPOSE OR PUNCTION OF THEK SEPIES)

7. RECORD SERIES FORMAT(S) voLUME
@.LsTTER S12E O MicROFILNM y\m.:ﬂm X"ll-t DRAWER(S )
O MICROFILM REEL(S)
@ zcaL 5122 D corUTER TAPE %mmau. /8 D comPUTER TAPE(S)
BOUND BOOK O FLOPPY DISK ”\moolm D OTHER({SPECIFY)

D AUDIO TAPE D VIDEO TAPE
O OTHER(|SPECIFY)

8. RECORD SERIES SEQUENCE 9.

D GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
¥ru.: DRAVER(S )

D MICROFILM REEL(S)

RUMSEN O COMPUTER TAPE(S)

D omerspeciry) !

|31, pig 15 useD

oAy 0 wEDQY O MoNTHLY

re

12. pILE BECOMES INACTIVE AFTER

D MoNTH(S) W vear(s)

p—
! 3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM)

SJ‘_ Qoo

" 14. 15 RECORD SERIES DUPLICATED ELSEWHIIE?

(17 vcs, srEciFy soENcy OR orrccz)

ovxs o

183. ACCESS RESTRICTIONS O yxs NO
{sr vyms, ci7Tx LAW(S]) & nEcuLATION(S)

16. AUDIT REQUIREMENTS

O Nonx xs-rxr: *n:u:m D INDEPENDENT

$7. IS AN INDEX SYSTEM USED? (Ir vRS.DOPLAIN
BRIEFLY AKD DESCRIRE ANY MARDBARK/SOPTEARE )

o vas *uo.

M’“’ "’MWMJ Gute A Ahiteoa

Q. NAME AND TITLE OF PREPARER 20.

~ TELEPFHONE NUMEER

21. DATE
V/ow/fa

DGS 330-4 (REVISED 2/87)

i) 1765

sso-f




. JLSTMXTIGNS - -TYPE OR PRINT A
<« SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION BCHEDULE
580-1)

DEFARTMENT OFf GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

mace > _or 27

1. DEFARTMENT [AGENCY
DHCD

2. DlViISION

Div. Historic§%o§¥gmgultural

3. UNIT

4. FECOND SERIES TITLE
‘2. CORRESPONDENCE

. REFERKNCE AS UELL AS RETENTION AND DISPOS

. wﬂﬂlflm°‘m mlu-. SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT 'OI

17108 PURPOSKS
3. EAMLIEST YEAR/LATEST YEAR
j970 vo [§72-

Ix PE SERIES.

Original incoming and copies of outgoing correspondence

6. RECORD SERIES DESBCRIPTION ‘“IIPLV DESCRIBE TME TYPES OF lunmvlou/oocunns/nm POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFMIES)

7. RECORD SERIES FORMAT(S)
%urr:n $1ZE O MICROFILM
LEGAL S)ZE U CGMPUTER TAPE

BOUND BOOK %n.orn DISK
D AUDIO TAPE C VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
W ALrvameTICAL
O NUMERICAL
W camonoLocicaL
D GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
39 Xrn.z DRAVER(S )

. O MICROFILM REEL(S)

O COMPUTER TAPE(S)
RUSEN o or g r(sPECIFY)
Hi @ - Froppy  bisks

| 10. ANNUAL ACCUMULAT ION

€ W FiLE DRAWER(S)
O MICROFILM REEL(S)
KUDSER O COMPUTER TAPE(S)

{0 . D

I19. pig 15 used

DALY O wEEQLY
L §

e

O MONTHMLY l!!lll!’

12. piLF BECOMES INACTIVE AFTER
D MONTH(S)

W YEAR(S)

—

{33, CURRENT LOCATION(S) (MLDG.,FLOOR, ROOM) 14.

Swe (oo Atbr

IS RECORD SERIES DUPL ICATED ELSEN-ZE?

tir vxs, srEciFrY soEncy OR OPFicCE)
- ) :

18. ACCESS RESTRICTIONS

*ns HAW TR

(sr vy, ci17x Law(S) & mEouLATION(S)

Code ny 3. Pt 938 See . 5-4s5

ADIT REQUIREMENTS

WANCHE O STATE © FEDERAL O INDEPENDENT

$7. IS AN INDEX SYSTEM USED? (1P vES.D)PLAIN
SEIEPLY AXD DESCRIBR ANY MARDRAREK/SOPTEARK )

o ves *uo

18.
SWM\—

rded: Refoin
dovlopra? |

RECOMMENDED METENT JON

progamss
t homtead Gate Anehere $°
(See Back of page for Exceptions)

v MM Mw‘f

ID. NAME AND TITLE OF PREPAFRER

i Wﬂ‘mﬁ

20. TELEFHONE NUMEER

;2;5/92—

DGE 8$30-4 (REVISED 2/87)

(V/b) Y- 76 S8




 ANSIRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

i SEPARATE FOMM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORRARD 72785 WATERLOO ROAD
WITH RECORDS RETENT ION SCHEDULE P.0. BOX 273 pacE 3 or 27
580-1) JESSUP, MARYLAND 20794 — T e—
1. DEFARTMENT /AGENCY 2. DIVISION 3. T
DHCD Div. Historical ﬁnd Cultural
. WINITlQ‘-‘m mlu.‘ SROUP OF RELATED RECORDS NOMMALLY FILED AND USED AS A UNIT POR
7 . REFERENCE AS WUELL AS RETENTION AND m.l:glr_umn :
rc. AECORD SERIES TITAE 5. EAJLIEST YEAR/LATEST YEAR
; 3. COMPLIANCE , 1968 wo Presort 292

6. RECOMD SERIES DESCRIPTION ‘.IIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /PORMS FOUND
N RE SERIES. . INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES)

Records relating to projects reviewed under Federal or State regulatory authorities

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLME
*uﬂtﬂ S1ZE O MICROFILM VN ALPvARETICAL é"“ DRAVER(S )
MICROF ILM REEL(S)
LEGAL S)ZE O COMFUTER TAPE O NUMERICAL 15 C COMPUTER TAPE(S)
BOOK O FLOPPY DISK O CHRONOLOG | CAL REN OTHER(SPECIFY)

D AUDIO TAPE C VIDEO TAPE ‘ﬁOMICAL 10. ANNUAL ACCUMULAT ION

D OTHER(SPECIFY) O OTHER(SPECIFY) W riLe orawER(S)
. O MICROF ILM REEL(SE)
RURSER O COMPUTER TAPE(S)
D onrR EmeEcIFY)

191, pig 18 usep 12. 3;.: BECOMES INACTIVE AFTER
MONTHML O MONTH(S YEAR(S
 Jean it ° Y oy (3) N vmants)
: i3. CURRENT LOCATION(S) (MLDG.,FLOOR, ROCM) 14. 1S RECORD SERIES DUPLICATED ELSENZIE?
tir vz, sPrECIPY soENCY OR OPFicCE)
S20  Covorn Salln 0 vxs i"" .
18.. ACCESS RESTRICTIONS YEs D no 16. AUDIT zwlm“"“"‘ ’ .\;, ,{ N7 '
(sr ves, civs LAW(S) & AxcuLATION(S) v\ o l:; A % n"“‘" ot !
NCNE FEDE NDEPENDENT :
Lroitalzd (e ™. At 938, Sac. 5+ 4y ST w0 ;

17. 18 AN INDEX SYSTEM USED? (1r RS .)PLAIN v

SRIEFLY AXD DESCRIBR ANY MRDIARI/.O"'A', 18. ﬁ 'mdés:’: \
oves W Al st hin, g
T P i
o =

L 4

1. MMTIMOFWAER 20. TELEFHONE NUMEER 21. DATE

YN L de gcg ﬂlwf"'t [L//o 5/%, 7685 : %&V/f&-

DGS 330-4 (REVISED 2/087)




JUSTRUCTIQS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERILS. FORUARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD

VIiTH RECORDS RETENTION SCHEDULE P.0. BOX 278 ’/
AGE or
‘ 5850-1) JESSUP, MARYLAND 20794 r — ﬁ
. DEFARTMENT /AGENCY 2. DIVISION . 3. UNIT
Div. Historical Cultural
DHCD ér

ograms

" DEFINITION-RECORD SERILS-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
'+ 4. MARYLAND HISTORICAL TRUST-CONDUCTED REPORTS

. REPERKNCE AS WELL AP RETENTION AND DISPOS

5. EAMLIEST YEAR/LATEST YEAR

) 1943 yo 942

. 6. MECOMD SERIES DESCRIPTION ‘.lll'l-v DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORME POUND

INCLUDE THME PURPOSE OR PUNCTION OF THE SEFIES)

Reports produced as a result of MHT- funded or staff-conducted research or investigations.

7. RECOMD SERIES FORMAT(S)
%um SIZE O MICROFILM

LEGAL SIZE U COMPUTER TAPE O NUMERICAL

BOUND BOOK DO FLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
O OTHER(SPECIFY)

8. NECORD SERIES SEGUENCE
f ALPHABET I CAL

X crmonoLos i cAL
ﬁc:_mluu.
%wn(mln)

5. VOLUME
XFILI DRAWER(S )

D MICROFILM REEL(S)

’z O COMPUTER TAPE(S)

D OTHER(SPECIFY)
2 lippany Skerse

TION
FILE DRAWER(S)

10. ANNUAL

/| 'O MICROFILM REEL(S)
ROMSER O COMPUTER TAPE(S)
/. .
31, piLg 1S useD 12. FiILE BECOMES INACTIVE AFTER
. *mnu D EBQY D MoNTHLY O MONTH(S) xm(s)

:J. CURRENT LOCATION(S) (m.DG.,FLOOR, ROCM)

St Covon Lol

" 14. 1S RECORD SERIES DUPL ICATED ELSEWHIIE?

(ir vxs, srEciryY soEncY OR orrucz)

o vxs "\uo

13. ACCESS RESTRICTIONS YES O no
(17 ves, ci17s Law(s) & mEGULATION(S)

Qe - (ode Md. m,gggf Sec. §-615

16. AUDIT REQUIREMENTS

© norx | sTATE yr:u:ruu. D INDEPENDENT

$7. 1S AN INDEX SYSTEM USED? (1p YRS.OPLAIN
SEIEPLY AKD DESCRIBR ANY MARDBARE/SOFTEARE )

s oo

/7

' Mmegnn.: OF PREPARER
7@&&94/4 /}\a/'\a..y.a—L

TELEFHONE NUAGKER

£

/L/,O 5/;/ 74

DGE $350-4 (REVISED 8/.7)

sso-¥




. JIISTRWUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEV OR

REVISED RECORD SERIES. FORUARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

DHCD

VITH RECORDS METENT ION SCHEDULE #.0. BOX 275 PacE O or R7
8s0-1) JESSUP, MARYLAND 20794 e —
3. DEFANTMENT /AGENCY 2. DIVISION 3. uNIT

Div. Historical ﬁnd Cultural

4. RECOND SERIES TITLE
. 5.. CLIPPING FILES

. n:rlulﬂm-ltm SERIES - A SROUP OF RELATED RECOADS NORMALLY FILED AND USED AS A UNIT FOR
. REFERENCE AS WELL AP RETENTION ANMD El.ﬂ.f:lﬂm

5. EAMLIEST YEAR/LATEST YEAR
1970 vo 1992

x 'PE SERIES.

program activities and accomplishments.

6. RECORD SERIES DESCRIPTION ‘.IIIPI.Y DESCRIBE THE TVYPES OF IN"N?I“[DOC!-NTI/”M POUND

Newspaper articles, periodicals and other publicly-distributed documents relating to

INCLUDE THE PURPOSE OR FUNCTION OF THE SEMIES)

7. RECORD STRIES FORMAT(S)
Y LETTER S1ZE O MicROFILNM

LEGAL S1ZE O COMPUTER TAPE O NMERICAL

BOUND BOOK D rFLOPPY DISK
0 AUDIO TAPE D VIDEO TAFE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL

ﬁmoclm
D GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
Enu DRAWER(S )
MICROF ILN REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION
Ern.: DRAWER(S )

L,_ MICROF ILM REEL(S)
I.ZUI!!l' 0 COMPUTER TAPE(S)

D onrr(serciFy)

113. piLg 15 useD

C DALY O By T\mv

f-

12. piLE BECOMES INACTIVE AFTER
e O MONTH(S) Xvuut(s)

:'u. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

Suta Cotran. LeZr

14. 1S RECORD SERIES DUPL ICATED ELSENM-ZIE?

"' YES, SPECIPY 2.0ENCY OR Q"lc!)
0 vxs ﬁm

18. ACCESS RESTRICTIONS 0 vxs NO
{wr vs, ciTe Law(s) & mEGULATI s)

16. AUDIT REQUIREDMINTS

XM O STATE O FEDERAL D INDEPENDENT

$7. 1S AN INDEX SYSTEM USEDY (1P vES.)OPLAIN
SEIEFLY ANXD DESCRIBRE ANY MARDBARE/SOFTBARK )

Ov;s*m

I! Mmflmwmm

‘77’\51

DGE $30-4 (REVISED :/u)

th Ct//’o> Sy 7465




 JUNSTRUCTICNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES X : ' ,
. RPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORUARD 7273 WATERLOO ROAD .
WiTH RECORDS RETENTION -a-m.: P.O. BOX 278
380-1) JESSUP, MARYLAND 20704 PACE _é_or '21
§ . DEFARTMENT [AGENCY 2. DIVISION 3. UNIT
DHCD Div. Historical %Eg Cultural

w‘“l7.°‘.‘m SERIES - A SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT ”l

r - RECORD SERIES TITLE
. 6. PROGRAM DEVELOPMENT FILES

- REFERENCE AS WELL A9 RETENTION AND Ellnlw

3. EAMLIEST YEAR/LATEST YEAR

1970 w0 /992

of new program areas.

| 6. MECOMD SERIES DESCRIPTION ‘IRIIPLY DESCRISE TMX TVYPES OF lnrounnvneu/bocuu:u?l/ra:-' Fount
Files relating to conception, '&e\ﬁopmen% and estaBYTEYRE, D™ FURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
*L‘ﬂtﬁ SIZE © MICROFILM
LEGAL SIZE U COMFUTER TAPE
BOUND BOOK ”.n.orw DisK
DO AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGLENCE
R ALPHARETICAL
O NUMERICAL
".moolcu
D GEOGRAPHICAL
O oTHER(SPECIFY)

9. voLLE
‘nu: DRAVER(S )

D MICROFILM REEL(S)

35 0 coMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S)

O MICROFILM REEL(S)
:énr O COMPUTER TAPE(S)

D omre(seECIFY)

|91, piix 15 useD

DAILY O EnQyY O MONTHLY

I

12. pjLE BECOMES INACTIVE AFTER
S D MoNTH(S) YEAR(S)

: 3. CURRENT LOCATIGN(S) (MLDG.,FLOOR, NOGM)
Swz. Coven L2

14. 1S RECORD SERIES DUPL ICATED ELSEWM-Z/E?
tsr vxg, srecIPY soENcY OR orncz)
0 vxs NO

18. ACCESS RESTRICTIONS O vyxs NO
(wr ves, ci17x Law(s) & mEouLATION]S)

16. AUDIT REQUIREMEINTS

O NONK ﬁtrmt X

:- o |@§m

3 .l

-
17. IS AN INDEX SYSTEM USED? (1P vERS.RPLAIN

SEIEPLY AKXD DESCRIBR ANY MARDBARE/SOFTEARK )

ov;s’gm

,»‘.

. R \;
1s. mmlm

ot T W%‘ﬂ S ”AM'

¥

corett '~':‘«»t 3 -
ATALE YRR

(See back of page for'&icéptions')

5. AND TITI.E OF PREPARER 20.

TELEPHONE NUMEER 21.

(L//o) S/Y 768

9/;51 7

DGE 330-4 (REVISED z/n) ‘




6 B JEFFERSON PATTERSON PARK AND MUSEUM

"Project and program , . ."

6 D MANAGEMENT AND PLANNING

“"National Park Service . . ."

6 E ST. MARY'S CITY

"Operational plans of . . "

Screen annually. Destroy materials
no longer needed. .

Retain according to Federal
regulations. Then Destroy.

Retain for five (5) years.
Then Destroy.



o

. ASTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORUARD
VITH RECORDS RETRENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION

Div. H1stor1ca} and Cultural

. Wlﬂlflm"m SERIES - A SROUP OF RELATED RECORDS nonuu.v I LED

_REFERENCE AS BELL AP RETENTION AND DISFOSITION PURPOSES

4. RECORD SERIES TITLE

7. MULTI-STATE PROGRAMS

AND USED AS A UNIT FOR

5. REAMLIEST YEAR/LATEST YEAR
1970 yo 199 &

N PE SERIES.

¢. RECOMD SERIES DESCRIPTION ‘.lllnv DESCRISE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES)

Records relating to multi-state cooperative undertakings.

7. RECORD SERIES FORMAT(S)

*umn S1ZE O MICROFILM
LEGAL SI1ZE D COMPUTER TAPE
BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ﬁmnm
O NUMERICAL
‘* CHRONOLOG | CAL
D GEOGRAPHICAL
o Oﬁ!R(Sﬁ.Cl")

9. VOLUME
/ FILE DRAVER(S)

L//2_ O MICROFILM REEL(S)

O COMPUTER TAPE(S)
RUTSER [ OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
y\rn.: DRAVER(S)
O MICROFILM REEL(S)
RUMEEN O COMPUTER TAPE(S)

Consr(serciry)
183 piix 15 usED 12. FISLE BECOMES INACTIVE AFTER
O pAILY 0 wEDnQ y\ D MONTH(S) YEAR(S)
; ¥ MONTHLY e )

p—
* 43. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Seo. Covoern bl

14. 15 RECORD SERIES DUPLICATED ELSEWHEE?
tir vyxs, sPECIFY saENcY OR OPFICE
A Lf er"]

‘f"'wﬂ AW PM

18. ACCESS RESTRICTIONS 0 rxs
(sr v, ciTs LAW(S) & mEGULATION(S)

16. ALDIT !wlm

’*m O sTATE O rEDERAL DO 1|

17. IS AN INDEX SYSTEM USED? (1r vRS.BOPLAIN
BEIEPLY AXD DESCRIBE ANY MARDBARE/SOPFTWARK )

© vas ‘l’\uo

18. m RETENT ION

TR Mmﬂm OF PREPARER

de 2
%juowﬂ Mﬂ

. TELEFHONE NUAGER

5/215/?el~

DGE 530-4 (REVISED z/n)

[V/a) S1y~ 76§85

sso-¥




]_ JISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERILS. FORRARD
WITH RECORDS RETENTION SCHEDULE
$50-1) :

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72783 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

L _or 27

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION
Div. Historical aﬁd Cultural

3. UNIT

WINITlm°‘m mlu.‘ SROUP OF RELATED RECORDS NORMALLY P!LED
- REFERENCE AS BELL A9 RETENTION AND DISPOS

4. MECORD SERIES TITLE
. 8.

TECHNICAL ASSISTANCE TO LOCAL GOVERNMENT FILES

AND USED AS A UNIT FOR

LI1ON PURFOSKS
5. EAMLIEST YEAR/LATEST YEAR
)470 T (99

“n 'PE SERIES.

. RECORD SERIES DESCRIPTION ‘.III'LY DESCRISE THME TVYPES OF lnnmﬂou/oocm'n/nm POUND
INCLUDE THE PURPOSE OR FUNCTION OF TME .lﬂl.,

Incoming technical assistance letters, outgoing reply letters, notes and other records
such as project plans, maps, photographs relating to requests for technical assistance.

7. RECORD SERIES FORMAT(S)
*LI'ITER SIZE O MICROF ILM

LEGAL SIZE D COMPUTER TAPE
BOUND BOOK O FLOPPY DISK
D AUD10 TAPE O vIDEO TAFE
O O ER(SPECIFY)

8. RECORD SERIES SEGUENCE
ﬁmnm
O NUMERICAL
Y aronoLosicaL

5. VOLWUME

v\nu: DRAVER(S )
rbee

y.c;mmlm
- O OTHER(SPECIFY)

Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)
$0. ANNUAL ACCUMULAT ION
L FILE DRAVER(S)
/_3 O MICROFILM REEL(S)
RUINERX O COMPUTER TAPE(S)

D OTHER( EPFCIFY]

I81. piig 15 useD

' *mu.v

D QY

D MONTMLY F i) 4.8

ILE BECOMES INACTIVE AFTER
D MONTH(S)

K vean(s)

—

! 3. CURRENT LOCATION{S) (BLDG.,PFLOOR,ROGM)

R e Covsn-

D vxs ‘*uo

14. 1S RECORD SERIKS DUPLICATED ELSEWM-ZIE?
‘l' YEs, SPECIPY J08ENCY OR O"CC!)

18. ACCESS RESTRICTIONS

M GDQLL [M Ad 83 8,

W xs

{sr vs, ciTs Law(s) & mEGuLATION(S)

Sed/. § -

b1S

16. AUDIT REQUIREMENTS

*m O STATE O FEDERAL D INDEPENDENT

$7. 1S AN INDEX SYSTEM USEDY (1pr vaS.OPLAIN
SRIEFPLY AXD DESCRIBR ANY NARDIARK/IO"IA‘)

o ves & wo

Rotein p

RECOMMENDED METENT ION

9/'"’/ Z'J\Mk QLLS)"/‘?'

'..MWT OF PREPARER

¢ de Sarioe
‘71/\ Mﬁﬂ“i

20. TELEPHONE NUAMEER

ll.éf/A;V/?a\

J .
DGS 330-4 (REVISED :./,n)

@{a) Sy VeSS

Sso-Y




. ANSTRWCTIGNS - -TYPE OR PRINT A

« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORRARD

VIiTH RECORDS RETENT ION SCHEDULE
3850-1)

r.0.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7173 WATERLOO ROQAD

X 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

wacx ] _or 37

$ . DEFARTMENT /AGENCY
DHCD

2. DIVISION

Div. Historical apd Cultural

3. UNIT

4. RECORD SKERIES TITLE

‘9. GRANT APPLICATION FILES

. W|N|T|°‘"m ‘Rlu-‘ GSROUP OF RELATED RECOARDS NORMALLY PFILED AND USED AS A UNIT FOR
. REFERENCE AS UELL A9 RETENTION AND DISFOBITION PURFOSKS

5. EAMLIEST YEAR/LATEST YEAR

1970 w0 _ 1792

*x PE SERIES.

¢. RECORD SERIES DESCRIPTION ‘.IIIPI-Y DESCRIBE THE TVPES OF lnnm-rleu/oocu:n-ulrom POUND

Grant applications made to the various offices within Div. Historical and Cultural Programs

INCLUDE THE PURPOSE OR FUNCTION OF TNE SEMIES)

7. RECORD SERIES FORMAT(S)
'f»u'rrr.n S1ZE O MICROFILM

LEGAL S1ZE O COMPUTER TAPE

BOOK O rLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
0 OTYER(SPECIFY)

8. RECORD SERIES SEQUENCE
R ALPHARCTICAL
O NUMERICAL
Y awonoLosicAL
O GEOGRAPHICAL

o qn-:n(sr:clﬁ)

9. VOLUME

FILE DRAWER(S)
MICROFILM REEL(S)

“_!-Z“_ O COMPUTER TAPE(S)

D OTHER(SPECIFY)

$0. ANNUAL ACCLMULAT ION

x FILE DRAWER(S)
O MICROFILM REEL(S)

ROMSEXW O COMPUTER TAPE(S)
Donrpemeciryy . !

1 9%. pig 15 useD

DALY D wEBRQY O MONTHLY

-~

12. FiLE BECOMES INACTIVE AFTER

D MONTH(S) ‘xvums)

—
3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM)

SR cover LdiF

" 14. 1S RECORD SERIES DUPL ICATED ELSEW-IIE?

(sr vxs_ sPECIFY s0ENCY OR orrccz)
O vyxs luo

18. ACCESS RESTRICTIONS O vxs NO
(17 ves, Cc17x LAwW(s) & mEcuULATION(S)

16. AUDIT REQUIRDENTS

O NONE *II'AT! *n:n:m UIW

fovar v

312. IS AN INDEX SYSTEM USED? (1P YRS.BOPLAIN
SEIEPLY AXD DESCRIBE ANY MARDRARK/SOFTEARE )

Ov.n‘*m

(See back of page for Excéptions) -

“.M AND TI1 OF PREPARER 20.
TUE e EVW"
Lacords  flaraga

_ TELEPHONE NUMEER

(l/w) SrYe 72458

21. DATE

s/gy 7L

7
DGS 330-4 (REVISED 2/87)

soo-Y




9 B DIRECTOR'S OFFICE

"Bowmzn Board . . " Retain permanently. Transfer
periodically to Maryland State ‘
Archives.

RECEIVEb

MAY 1 1992

MARYLAND STATE ARCHIVES




. LSTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORWARD
ViTH RECORDS RETENT ION SCHEDULE

‘s $80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 10 _or 27

5. DEFARTMENT /AGENCY
DHCD

2. DIVISION .
Div. Historical_and Cultural
Programs

3. UNIT

1T PFOR
. w!ult'm.'m :llll:l-“ SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UN

4. RECORD SERIES TITLE

! 10.

. REFERENCE AS BELL A9 RETENTION AND DISPFOS

THEMATIC RESEARCH DATA FILES

5. EAMLIEST YEAR/LATEST YEAR

/970 yo /772X

' to the Division.

*n PE SERIES.

6. RECORD SERIES DESCRIPTION ‘.IIIPI.V DESCRIBE TME TYPES OF INFORMATION/DOCUMENTS /PORMS POUND

INCLUDE THE PURPOSE OR PUNCTION OF THE SEMFIEZS)
Records relating to specific research and investigations regarding themes relevant

7. RECORD SERIES FORMAT(S)
*uﬁ:n SI1ZE O MICROFILM
LEGAL SI1ZE D COMPUTER TAPE

BOUND BOOK DO rFLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
O OTYER(SPECIFY)

8. RECORD SERIES SEQUENCE
W ALmamcricas
O NUMERICAL
D CHRONOLOG I CAL
D GEOGRAPHICAL
O oTHER(SPECIFY)

9. VOLUME
érlu DRAWER(S )
MICROF ILM REEL(S)

O COMPUTER TAPE(S)
wéklee

" D OTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION
FILE DRAWER(S)

O MICROFILM REEL(S)

RUMSER O COMPUTER TAFE(S)

PonsrserciFy) 1

193, pig 15 usED

DAILY 0 EBQY

>

O MONTHRLY

12. p)LE BECOMES INACTIVE AFTER
D MONTH(S)

O YEAR(S)

P

1 43. QURRENT LOCATION(S) (n.pc..rtoon.mau)

S Lo

14. 15 RECORD SERIES DUPL ICATED ELSEM-ZIE?
{ir vxs, serrciFyY soEncY OR OPFICE)

YE$ O NO

ARCHvES

18. ACCESS RESTRICTIONS

-
(sr vms, ci7x Law(s) & mEouLATION(S)

M( (odevmd. Ad. 338 Sf S-6,€

16. AUDIT REQUIREMENTS

Y\M O STATE O rEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (sp

BRIEPLY AKD DESCRIBE ANY HARDRARL/SOFTUARK )

Dv.ts*uo

YRS . BOPLAIN

192. NAME AND TI OF PREPAFRER

W e @

20. TELEPHONE NAGER

M/ffﬁ/m}—ﬁ

DGE 530-4 (REVISED 2/07)

{ %o) Sy 94§ S

ssn-Yf




. ASTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEV OR

REVISED RECORD SERILES. FORRARD
WIiTH RECORDS RETENT ION SCHEDULE
5350-1)

"o.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

B OX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race _//_or 27

1 . DEFARTMENT /AGENCY
DHCD

2. DIVISION

Div. Historical aBd Cultural

3. UNIT

" DEFINITION-RECORD SERIELS-

4. RECORD SERIES TITLEK
‘ 11. LIBRARY AND INFORMATION SERVICES

A GROUP OF RELATED RECORDS NORMALLY FILED
. REFERENCE AS BELL A9 RETENTION AND !ll:!lf:l!ﬂ.:ﬂltllll

AND USED AS A UNIT PFOR

5. EAMLIEST YEAR/LATEST YEAR
[970 vo _1192

‘x 'PE SERIES.

. . RECORD SERIES DESCRIPTION ‘..IIPLV DESCRIBE THEK TVPES OF lﬂanlM/DOCMTI,"m POUND

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES)

Publications, survey reports, inventory records, slides, tapes, photographs relating
to architectural, archeological, and cultural resources.

7. RECOMD SERIES FORMAT(S)
"Luﬂtn S1ZE D MICROFILM
D LEGAL S1ZE O COMPUTER TAPE
.-ou.m mook O rFLOPPY DISK
O AUDIO TAPE C VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
*Mlm
O NUMERICAL
O CHRONGLOG ) CAL,
D GEOGRAPHICAL
O omER(SPECIFY)

..
FILE DRAWER(S)

VOLLME
MICROFILM REEL(S)

‘_&7‘“0 COMPUTER TAPE(S)

Y oner(sreciry)
| Smgeic <
$0. ANNUAL ACCUMULAT ION
W riLe DRAVER(S)
O MICROF.ILM REEL(S)
ROWSEX O COMPUTER TAPE(S)

D omersmeciry) . ]

1 13. piie 15 usep

D wEEQAY D MONTHLY

12. o,

Y

BECOMES INACTIVE AFTER
D MONTH(S) C YEAR(E)

. Roany
,‘__

1 33. CURRENT LOCATION(S) (BLDG.,FLOOR, NOOM)

Swe Coven X

14. 1S RECORD STRIES DUPLICATED ELSEWM-IIE?

tir vxs, srEciry seExcy on orrccz)
O vxs y\m

18. ACCESS RESTRICTIONS Q yEs NO
{1r ves, ci17x LaA®(S) & mEouLATIONIS)

16. AUDIT REQUIREMENTS

O NoNE il‘rﬂt O FEDERAL D INDEPENDENT

$7. IS AN INDEX SYSTEM USED? (1r vRS.EOPLAIN
SRIEFLY AKD DESCRIBE ANY MARDBARK/SOPTWARK )

o ves W w

@

18. RECOMMENDED mlm

e '%W
e e Fua

19. Qlé ;‘ITLI OF PREPARER 20.

R

7135691@& Aﬁd/h@kgqbl S7¥

T

. TELEPHONE NUAGER

7455~

e

DGS 330-4 (FEVISED t//u)

soo-¥




. ASTRUCTIGNS - -TYPE OR PRINT A
+« SEPARATE FORM FOR EACH NEY OR

MEVISED RECORD SERIES. FORWARD
WITH RECORDS METENT ION SCHEDULE
$50-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

OX 278
JEBSLUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

pace /2 or _27

1. DEFARTMENT /AGENCY
DHCD

2. PIVISION
Div. Hlstorlcal

3. UNIT
ﬁnd Cultural

4. RECORD EERIES TITLE

12. CAPITAL PROJECTS

- DEFINITION - NECORD zﬂlu A SROUP OF RELATED RECORDS NORMALLY FlLED
REFERENCE AS BELL AS RETENTION AND DISPFOBITION PURPOSKR

AND USED AS A UNIT FOR

5. EAMLIEST YEAR/LATEST YEAR
/970 vo (9% 2

4n TPE SERIES.

Patterson site

¢. RECORD SERIES DESCRIPTION ‘uIIPLY DESCRIBE THE TYPES OF IGNMTIN/MMTI/NM FOUND

Files of administrative drawings and specifications for modifications to the Jefferson
and records detailing State-funded expansion of museum at St. Mary's City.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES)

7. RECORD SERIES FORMAT(S)
*umn SIZE O MICROFILM
D LEGAL SIZE U COMPUTER TAPE

BOUND BOOK O rFLOPPY DISK
O AUDIO TAPE D VIDEO TAPE
O OTYER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHABET I CAL
O NUMERICAL
*MOGICAL
O GEOGRAPHICAL
o o_ﬁ-:n(sr:c:ﬂ)

r.

$0. ANNUAL ACCUMULAT ION
ﬁru.‘: DRAWER(S)
O MICROFILM REEL(S)
RUSER O COMPUTER TAPE(S)

FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

DonErseeciFy) ]

- 18 USED
DALY

D wERQY D MONTHLY

N

12.

LE BECOMES INACTIVE AFTER

O MONTH(S) D YEAR(S)

;tn. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

Seu . cgvor. LeZfr

14. 1S RECORD SERIES DUPL ICATED ELSEN-IIE?

IF YES, SPECIFY J.GENCY OR OPFICE)
yes One D65

18. ACCESS RESTRICTIONS O yxs *no
(v ves, civx Law(s) & mucuLATION(S)

16. AUDIT REQUIREMENTS

o No *S'I’Aﬁ 8 FEDERAL: nlwmem

17. IS AN INDEX SYSTEM USED? (1P YRS .DOPLAIN
SEIEFLY ARD DESCRIBE ANY MARDERARE/SOPTEARE )

Ov.l:s*uo

1. m%mj&%w
3pe” 5w A
. pnomys

| y—

e
‘&%aﬁ de JWM

_ TELEPHONE NUMEER

V465 S

(y0) srv

DGS 350-4 (REVISED 2/87)

sso-f




. JUSTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERILS. FORWARD
WITH RECORDS RETENT ION SCHEDULE
550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20784

”

AGENCY RECORDS INVENTURY

pace /3 _or 27

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION .
Div. Historical agd Cultural
rograms

3. WINIT

. W!N|T|m°'m ERIB-‘ SROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD BERIES TITLE
: 13.

. REFERENCE AS BELL A9 RETENTION AND DISPFOS

'MAINTENANCE AND SERVICE LOGS

AND USED AS A UNIT PFOR

1T10N PURPOSER
5. EAMLIEST YEAR/LATEST YEAR
J970 wo _ 99

and repair.

4% PE SERIES.

. ¢. RECORD SERIES DESCRIPTION ‘uun.v PESCRIBK THKE TYPES OF lR"NTI“[”CI‘N?'/nm FOoUND

INCLUDE THE PURPOSE OR FUNCTION OF YHE SEFIES)
Documents, contracts, and reports having to do with building maintenance, equipment service

7. RECORD SERIES FORMAT(S)
*u'rr:n SI1ZE D MICROFILM

LEGAL S1ZE O COMPUTER TAPE
BOUND BOOK O FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE
¥} omHER(SPECIFY)
5%7" rdoy conds

8. RECORD SERIES SEQUENCE
K Arvamrica
D NUMERICAL
Y awranoLosicaL
D GEOGRAFHICAL
O omER(SPECIFY)

9. VOLLME

trut DRAWER(S )
MICROF LM REEL(S)

‘Jﬂ‘_ O COMPUTER TAPE(S)

) O OTER(SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S)

O MICROFILM REEL{S)

KUMSER O COMPUTER TAPE(S)

D onepameciry) !

b13. pig 18 usep $2. FiLE BECOMES INACTIVE AFTER
o . 0 s

. O palLY *-zmv O MONTHLY Wheo (8] 4 -, 0 YEAR(S)
—
: 3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) ' 14. 1S RECORD SERIES DUPLICATED ELSENM-IiX?

S Catron (ir vz, srzciry seevcy onr oPFicE)

O vxs ﬁm .
15. ACCESS RESTRICTIONS o vxs NO 16. ALDIT REQUIREMENTS

{wr vs, c1Tx LawW(s) & mEouLATION(S)

*m O STATE O rEDERAL D INDEPENDENT

7. 18 AN INDEX SYSTEM USED? (1F vRS.®OPLAIN

SRIEFLY AKD DESCRIBE ANY MARDBARK/SOPTRARE )

desp
puwre n
13 E ST. MARY'S CITY Retain for three (3)

" iy
ool 1. Dnarfir Z ror
Q/eﬂ‘/“’]'

years. Then destroy.

TELEPHONE NUAMEER

AV

DGE 330-4 (REVISED x/‘r)

(19) $77~ 7855

ssn-Y



. ANSTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS METENT ION SCHEDULE
580-3)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /1Y or A7

DEFARTMENT [ AGENCY
DHCD

2. DIVISION

Div. Historical aBd Cul&grél

3. UNIT

. Wlulflm-ﬂm SERIES - A GROUP OF RELATED RECORDS NORMALLY FlLED

4. RECORD BERIES TITLE
. 14,

SECURITY AND SAFETY RECORDS

_MEPERKNCE AS WELL AS RETENTION AND DISPOS

ANMD USED AS A UNIT FOR

s Mlm YEAR/LATEST YEAR

) 1970 yo 1992

N PE SERIES.

6. MECOMD SERIES DESCRIPTION ‘“IIPLY DESCRISE THME TVYPES OF lN”MYIN[”CMTI/nm POUND
INCLUDE THME PURPOSE GR PUNCTION OF THE SEPFIES)

Incident files including copies of police reports, contact forms, and security service

requests.

7. RECORD SERIES FORMAT(S)
*uﬂtn SI1ZE O MICROFILM
O LEGAL SIZE D COMPUTER TAPE

BOUND BOOK U FLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
O OTYER({SPECIFY)

8. RECORD SERIES EEQUENCE

O OTHER(SPECIFY)

9. VOLUME

* FILE DRAVER(S)
D MICROFILM REEL(S)

“[&“‘_ O COMPUTER TAPE(S)

ma(sncnnr)
pX Mw( ench

‘{10, AmuALAccua.n.Aﬂou

O FILE DRAYER(S)
O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)

o)

118, piig 15 usep

D palLY D wERQ.Y

&

donmey |

FILE BECOMES INACTIVE AFTER
D MONTH(S)

YEAR(S )

[ o

: 33. CURRENT LOCATION(S] (BLDG.,FL.OOR, ROOM)

Szo— Cavon. At

14. 15 RECORD SERIES DUPL ICATED ELSEWHIIE?

(ir vx8, sreCIFY soEnNcY OR orncz)
O vxs * NO

18. ACCESS RESTRICTIONS

C vxs
(i@ vms, ciTx LAD(S) & mmouLATION(S)

16. ALDIT REQU|IREMENTS

O NOoNE *ﬂA‘l‘! O FEDERAL 0O INDEPENDENT

$7. IS AN INDEX SYSTEM USED?Y (P YRS.ROPLAIN
BRIEFLY AKXD DESCRIBE ANY MRDIARK/.O'TIAII,

o ves . e

putan fon (O #3, 1¢u-'&9hu7

DGS 330-4 (REVISED II{H

b2

Seo-f




. AISTRUCTIGNS - -TYPE OR PRINT A
<« SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERILS. FORWARD
YITH MECORDS METENT ION SCHEDULE
580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND ‘20794

AGENCY RECORDS INVENTORY

pace /S _or A7

1. DEFARTMENT /AGENCY
DHCD

2. PIVISION .
Div. Historical aBd Cultural
rograms

3. UNIT

. w;ultlm-lm :Rl”-‘ SROUP OF RELATED RECORDS NORMALLY PFILED

4. RECORD SERIES TITLE
‘ 15.

REAL PROPERTY DOCUMENTS

. REPFERENCE AS FELL AP RETENTION AND DISPOS

AND VUSED AS A UNIT POR
L1I10N PURFOSKER .

5. EAMLIEST YEAR/LATEST YEAR

lﬂg3 T0 1223

8 PE SERIES.

$. MECOMD SERIES DESCRIPTION ‘.IIIPLV DESCRIBE THE TVYPES OF INFORMATION/DOCUMENTS (FORMS FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THE BSEPMIES)

Equipment specifications, operating and maintenance manuals, deeds and titles.

7. RECORD SERIES FORMAT(S)
*Ll'ﬂtﬂ SIZE U MICROFILM
LEGAL SI1ZE O COMPUTER TAPE

BOUND BOOK U rLOPPY DISK
O AUDIO TAPE D VIDEO TAPE
D OTYER(SPECIFY)

§. RECORD SERIES SEQUENCE
F ALmamTica
O NUMERICAL
*MOGICAL
D GEOGRAPHICAL
O oTHER(SPECIFY)

9. VOLLE
FILE DRAVER(S)
/})_ O MICROFILM REEL(S)
O COMPUTER TAPE(S)
m D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAVER(S)
76 D MICROFILM REEL(S)

KOMSEX O COMPUTER TAPE(S)

Domrpeprciry) !

1 3%. pyig 15 usep

O paiLY D weBQAY

&

* MONTHLY

12. piLr BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(SB)

—

1 13. CQURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

14. 1S RECORD SERIES DUPL ICATED ELSENZIE?

twr WI.*'PICI" soENCY -OR OPFiICE)
NO :

18. ACCESS RESTRICTIONS

O vxs
{sr vs, ciTx Law(s) & mEouLATION]S)

18. AUDIT REQUINREMENTS

*m O STATE O FEDERAL D INDEPENDENT

$7. 18 AN INDEX SYSTEM USED? (1pr vyRS.DOPLAIN
BEIEFLY AKXD DESCRIBE ANY MARDRARE/SOFTEARE )

o{n*up

RECCWMMENDED RETENT ION

(See back of page for Exceptions)

Fazmsfor

VR

20. TELEFHONE NUMEER

(%!O T A S

DATE

5/,,7;/ 7 I~

DGS 330-4 (REVISED z)/u)




15 A ARCHEOLOGY

"Equipment specifications, o o oV

15 B JEFFERSON PATTERSON PARK AND MUSEUM

Legal documents.

Retain until property is sold or
disposed of. Then transfer to
new owner or destroy.

Retained at county courthouse.




CJISTRWCTIGNS - -TYPE OR PRINT A
¢ SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORUWARD

DEFARTMENT Of GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

AGENCY RECORDS INVENTORY

Div. Historical a@%oggéégral

WITH RECORDS METENT ION SCHEDULE ».0. BOX 278
‘s 880-1) JESSUP, MARYLAND 20704 PACE —/é—'o' 27
. DEFARTMENT /AGENCY 2. DIVISION 3. WY
DHCD

* DEF INITION - RECORD ‘RIE..‘ SROUP OF RELATED RECORDS NORMALLY F)LED

‘.
16,

RECORD SERIES TITLE
EQUIPMENT INVENTORY FILES

. REPERENCE AS UELL AS RETENTION AND DISPFOS

AND USED AS A UNIT FOR
LTION PURPOSES .

5. RAMLIEST YEAR/LATEST YEAR

J913 vo 1472

% PE SERIES.
Lists of equipment under program control.

¢. RECOMD SERIES DESCRIPTION ‘.IIIPLV DESCRIBE THE TVYPES OF INNMTIM[WCMTIINHI FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S )
O LETTER SI1ZE O MICROFILM
LEGAL SI1ZE 0 COMPUTER TAPE

BOUND BOOK *ﬂ.orrv DISK
O AUDIO TAPE D VIDEO TAFE
O OTYER({SPECIFY)

8. RECORD SERIES SEQUENCE
‘ﬁm'rlcu
*MRICAL
D CHRONOLOG | CAL
O GEOGRAPHICAL
O oMER(SPECIFY)

9. VOLWME
/ EFILE DRAWER(S )
}—z MICROFILM REEL(S)

O COMPUTER TAPE(S)
ROEER [ OTHER(SPECIFY)

2 PLeppnos

$0. ANNUAL ACCUMULATION

, FILE DRAWER(S)

/{, MICROFILM REEL(S)
ROMBER O COMPUTER TAPE(S)

DonmErsreciry) .|

| $3. py1g 18 useD
_ O DALY *-:mv

O MoNTHLY RUWEEY

FILE BECOMES INACTIVE AFTER
D MONTH(S)

when  Setd

O YEAR(S)

—

: 3. CURRENT LOCATION({S) (BLDG.,FLOOR, NOOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHIIE?

R Loz Lol tir vxs, srEcIFY s0zNcY OR OPFiICE)
S *m ONO P ancee Aiom

.Yy )

18. ACCESS RESTRICTIONS

O vxs
(i@ ves, ciTe rLawls) & mmcuLaTION(S)

16. AUDIT REQUIREMENTS

O NoNE xﬂlﬂ O FEDERAL O INDEPENDENT

$2. IS AN INDEX SYSTEM USED?T (1P YRS.WOPLAIN
SEIEFLY AND DESCRIAR ANY MARDBARK/SOFTWARE )

ﬂv.u*m

?A@n

de$4Lﬂﬂ?'( .

‘ eh .

20. TELEPHONE NAMEER

See backof page for Exceptions)

2 TE MY e
(& -y T

24/7 > ’

Y

DGS 380-4 (REVISED l[l4)

yro) Sy~ 7ESS

sso-f




16 A ARCHEOLOGY

"Lists of equipment . . ." Update annually. Retain annual
records for one (1) years.
Then destroy.

R LI S ‘..___’
o

[, { {/ 7"J !’\.; ;—vn..,,vr,,_‘ E .;7
5 [ NS [ T i
)

st/




 AUSTRUCTIGNS - -TYPE OR PRINT A
<« SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERIES. FORRAID
VITH RECORDS RETENT ION SCOHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION:
7373 WATERLOO ROAD

AGENCY RECORDS INVENTORY

DHCD

P.0. BOX 275
$50-3) JESSUP, MARYLAND 20794 pace [ or 27
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Div. Historical_and Cultural
Programs

! r
© DEF INITION - NECORD SERIES.® ®WOUP OF RELATED RECORDS NOWMALLY FILED AND VSED AS A UN! rof

4. FECORD SERIES TITLE
. 17. RENTAL RECORDS

_BEFIRENCE AS UELL AS RETENTION AND DPISFOSITION PURPOSKS

3. RARLIEST YEAR/LATEST YEAR
1970 vo /777

% PE SERIES.

6. RECORD SERIES DESCRIPTION ‘.IIIPI-V DESCRIBE THE TVYPRES OF INPOMYI“[”CMTI/'OM POUND
INCLUDE TME PURPOSE OR FUNCTION OF TMEK SEPIES )

Equipment and facility rental agreements.

7. RECORD SERIES FORMAT(S )
LETTER S12E D MICROFILM
LEGAL SI1ZE 0O COMFUTER TAPL

BOUND BOOK O FLOPPY DISX
O AUDIO TAPE D VIDEO TAFE
D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ﬁ ALPHARET I CAL
O NUMERICAL
*a-mooncn
O GEOGRAFHICAL
o orﬁ-:a(sr:cnn)

9. VOLUME
’lrlu DRAWER(S )
? O MICROFILM REEL(S)
O COMPUTER TAPE(S)
mo OTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION
}nu DRAVER(S)
] MICROF ILM REEL(S)
KUMEER O COMPUTER TAPE(S)
O on-ER(SeECIFY])

113, piig 15 useD 12. rFiILE BECOMES INACTIVE AFTER
_ © ALY © weoay Nucrmay o mrm(s) A vean(s)
:—u. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM) 14. IS RECORD SERIES DUPLICATED ELSENMZIE?
tir vxs, sreciryY saEncy on OPFICE)
S Covo~ _MoZls O ves no _
185. ACCESS RESTRICTIONS o vxs NO 16. AUDIT REQUIREMENTS
(sr ves, civx Law(s) & rEouLATION(S)
O NONK *ITATE O FEDERAL DO INDEPENDENT
$7. I8 AN INDEX SYSTEM USED? (1r vyRS.EOPLAIN 18. RECOMMENDED mrrllcuf . . \
BEIEPLY AND DESCRIBRE ANY MARDBARE/SOFTEARK ) w
w /RN osf
O vxs * N0 { .y (:L\ wo
\ ' /‘daj;\v\
Lo s e ;“‘” o
T oyns  Hen 0T Y
l. 20. TELEPHONE NUMEER a1,

L

4

DGS 8380-4 (REVISED 2/87)

sso-¥




. A4STEUCTIONS - -TYPE OR PRINT A
i« SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD BERIES. FORUARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20794

WiTH RECORDS FMETENT ION SCHEDULE

18 or A7
530-1) — S—

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION
Div. Historical ﬁnd Cultural

3. UNIT

" DEFINITION-MECORD SERIES- A GROUP OF RELATED RECOADS NOMMALLY PFPILED AND USED AS A UN!IT FOR
. REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSKES. .

5. EAMLIEST YEAR/LATEST YEAR
1979 w0 (792

. FORMES POUND
6. RECORD SERIES DESCRIPTION ‘nlln.v DESCRIBE THE TVYPES OF INFPORMAT!ON/DOCUMENTS /
4 'PE SERIES. INCLUDE TME PURPOSE OR PUNCTION OF THEK SEPFIES)

4. RECORD SERIES TITLE
L 18. GRANTS RECEIVED

Records relating to grants received by various offices of Division of Historical and
Cultural Programs

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLWME

ﬂnu: DRAVER(S )
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

LETTER SIZE O MICROFILM *mnm

LEGAL SIZE O COMFUTER TAPE D NUMERICAL g

BOUND BOOK U FLOPPY DISK ﬂmoclcu.

D AUDIO TAPE D VIDEC TAFE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S)
el O MICROFILM REEL(S)
uwm 0 COMPUTER TAPE(S)

D OTHER(SPECIFY) O OTHER(SPECIFY)

3% pig 1s useD , ' 12. FiILE BECOMES INACTIVE Arrtn j‘%::fg zi
D o O MONTH(S
. DAILY EDQY MONTHLY _ NOYY ()
: i3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) " 14. 1S RECORD SERIES DUPL ICATED ELSEM-ZIE?
Sza covor.  _Ltn

{l' YES, SPECIPY 2.8ENCY OR OFFICE)

YES O MO g,) Ling AWQ/&J_ bHCP
Y 7

éj’w :'
—

O Nonx *rrxr: *P‘EIRAL ,ﬁ'm

18. ACCESS RESTRICTIONS O vxs NO 16.
(sr ves, ciTx LAwW(s) & mmouLATION(S)

$7. I8 AN INDEX SYSTEM USED? (1r RS .DOPLAIN
BRIRPLY AKD DESCRIRE ANY MARDERARE/SOPTUARK )

Al i MM%%
""’4“’“’1 fﬂﬁﬁ;ﬁh ,q,w/ul;.
OF PREPARER 20. TELEPHONE NUADKR 21. DATE

(}I/o) S/ 765 ST

DGE 3530-4 (REVISED 2/87)




CJNSTRUCTIGNS - -TYPE OR PRINT A
1 SEPARATE FORM FOR EACH NEV OR

REVISED RECORD SERIES. FORRARD
WIiTH RECORDS RETENT ION SCHEDULE
580-%)

P.C.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS)ION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

eace /7 or 27

1 . DEFARTMENT /AGENCY
DHCD.

2. DIVISION

Div. Historical ﬁgggggégural-

4. RECORD SERIES TITLE
. 19. EXHIBITS

. REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS

. w!ﬂlflm°‘m mlu.l SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UN!T POR

3. EAMLIEST YEAR/LATEST YEAR

1970 o (192

% PE SERIES.

Historical and Cultural Programs

¢. NECORD SERIES DESCRIPTION ‘"IIPI-V DESCRIBE THE TVYPES OF INFORMATION/DOCUMENTS /FORMS FPOUND

INCLUDE THE PURPOSE OR PUNCTION OF THE SEPIES)

Records of public attendance at exhibits and events sponsored by the Division of

7. RECORD SERIES FORMAT(S)
* LETTER SIZE O MICROFILM
LEGAL SI1ZE DU COMFUTER TAPE

8. RECORD SERIES SEQUENCE
*m"ﬂm
'© NUMERICAL

i CHRONOL OG ] CAL,

T

FILE DRAVER(S)
D MICROFILM REEL(S)

‘%“_D COMPUTER TAPE(S)
o

BOUND BOOK *n.ornpla( R(SPECIFY)
o ST
o o .
AUDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL TION

0 OTYER(SPECIFY)

‘ﬁ OTHER(SPECIFY)

FILE DRAWER(S)

v? i D MICROFILM REEL(S)

4 RUSSYR O COMPUTER TAPE(S)
. D

111, piig 15 usep 12. FiLE BECOMES INACTIVE R

_ DAILY C wEBDQAY O MoNTHLY msl;!’ D MonTH(S) gm(s)

1 33. QURRENT LOCATION(S) (mLDG.,FLOOR,ROCOM)

S Coveor  _LolCr

14. 1S RECORD SERIES DUPL ICATED ELSEWMHIIE?

tir vyeay sreciry soEncy OR OPrFicE)
O yxs NO :

15. ACCESS RESTRICTIONS Q vxs NO
(17 vEs, ci17x LAW(S) & mEouLATION(S)

16. AUDIT REQUIREMENTS

O NoNE D sSTATE ‘ﬂrzgcm .D INDEPENDENT

$7. IS AN INDEX SYSTEM USED? (1r vES.R)PLAIN
BEISPLY AXD DESCRIBR ANY MARDRARE/SOPTERARE )

oves Y w

: P )
18. RECCMMENDED METENTION Je F0m -

el i O i 7

| g

v

(fe'ﬁ T OF PREPAFER 20
(&W’L%ﬁ

TELEPHONE NUAMEER

ﬁzbj §/Y 7655

n;;Z>¢/?';.

DGE 330-4 (REVISED z/o/)

Ssso-¥




‘ m rom Eac rew on | Crecoms Mo v e ® | AGENCY RECORDS IRVENTURY
REVISED RECORD SERIES. FORWARD 7175 WATERLOO WOAD .
wiTH ::.ie:u,:s METENT ION SCHEDULE r:o. mox zn",“ pace 20 _or 27
1. DEFARTMENT /AGENCY 2. DIVISION sl war
DHCD: Div. Historical aBd Cultural .
. wﬂﬂlleC"m m'q.:.:ta:c:r”-;!:n”u::::7:“muv PILED AND USED AS A UNIT PFOR
4. FECORD SERIES TITLE ’ . . (5. RANLIEST YEAR/LATEST YEAR
' 20. GENERAL POLICY ‘FILES Libl_vo 772
¢. RECOMD SERIES DESCRIPTION (

BRIEFLY DESCRIBE THE TYPES OF lnnnuﬂeu/oocu-wr'/nm POUND
N PE SERIES.

INCLUDE THNE PURPOSE OR FUNCTION OF THK SEFIES)
Files relating to program policies

and methods.

7. RECOMD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

| arrn 51 © wicror i R aramrica ) W‘Z‘
¢

LEGAL SI1ZE 0 COMFUTER TAPE 'ﬁmu:u 33
RUMBEN

FILE DRAWER(S)
MICROFILM REEL(S)
O COMPUTER TAPE(S)

BOUND BOOK l‘n.oﬂw DISK D OTHER(SPECIFY)

*MOOICAL
D AUDIO TAPE D VIDEO TAFE

O GEOGRAPHICAL

$0. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) FILE DRAWER(S)

MICROFILM REEL(S)

KUMSER O COMPUTER TAPE(S)
O OM-ER(SPECIFY)

138, g 15 useD 2. J‘l BECOMES INACTIVE AFTER

‘ DAILY D mnay O MONTHLY D MorTH(S) O YEAR(S)

“,_

: 3. CURRENT LOCATION(S) (BLDG.,FLOOR,MOCM)

14. 1S RECORD SERIES DUPL ICATED ELSENMEIE?
Sta Cover. LB

1P YES,, SPECIFY 2.0ENCY OR onccz)
YES *lﬂ
15. ACCESS RESTRICTIONS O vxs $16. AUDIT REGQUIREMENTS
(sr ves, c17x LawW(s) & nEcuLATION(S)

O NONE *l‘rﬂlt *mm O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vRS.DXPLAIN

1. m mnm
SRIEPLY AKD DESCRIBRE ANY MRDIAR!/.OPTIAII)
O vxs * No

f}m #W At esndt W“Léz
W “)WM end LAM\?I,'

, . : (See back of page for Exceptions)
5. NAOE

7NL M;/%Kh 'Z%Z)'s,y\;'??} | "'?/Z?y/m

DG 330-4 (REVISED l/.’;




20 B JEFFERSON PATTERSON BPERKAND MUSEUM

Retain at JPPM only those policies .
which have a potential for legal
review. Destroy all others.

"Policies that pertain. . "

20 D MANAGEMENT AND PLANNING

"Files pertaining to . . ." Retain on site for five (5) years.
Then destroy.

 RECEIVED |

MAY 1 1992

MARYLAMD STATE ARCHIVES ‘




JUSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORRARD
WITH RECORDS RETENTION SCHEDULE
$30-1)

7278
’.o'

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISI1ON
WATERLOO ROAD
_ BmOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 2 _or 3

—h—— T c—

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION

Div. Historical and Cultural

3. UNIT

rograms

. W!lelm°-m m.u.l SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

4. FECORD BERIES TITLE
‘ 21. OUTSIDE-RELATED ORGANIZATIONS FILES

_REFERENCE AS WELL AS RETENTION AND DISPOSITION PUBPORES

5. RARL.IEST YEAR/LATEST YEAR
19719 yo 199>

4N FE SERIES.

Records relating to liaison with

¢. RECOMD SERIES DESCRIPTION (.IIIPLY DESCRIBE THME TVPES OF INNMYIM/DOCm?I["“ PFOUND

outside organizations.

INCLUDE THME PURPOSE OR PUNCTION OF THE SEMIES)

7. RECORD SERIES FORMAT(S)
LETTER S1ZE O MICROFILM
LEGAL SIZE D COMPUTER TAPE

BOUND BOOK O FLOPPY DISK
O AUDIO TAPE D VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE
P ALPHARCTICAL
D NUMERICAL
* CHRONOL OG | CAL
D GEOGRAPHICAL
o qﬁ:n(mcnn)

9. VOLUME

tnu DRAVER(S )

MICROF ILM REEL(S)

[3 o COMPUTER TAPE(S)
" D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
Eru.: DRAVER(S)

/ MICROFILM REEL(S)

RUMSER O COMPUTER TAPE(S)

P onrFremrciry) ]

F13. pyig 15 used

DAILY O DAY O MoNTHLY

e

12. pILE BECOMES INACTIVE AFTER

Jﬂ;lll‘ O MONTH(S) YEAR(S )

T v

¢ 3. QURRENT LOCATION(S) (BLDG.,FLOOR, ROCM )

Sea. Covan_ el

" 14. 1S RECORD SERIES DUPL ICATED ELSEWHIIE?

SPECIFY ,.QENCY OR OPFICE)
NO :

tww v
0 vyxs

183. ACCESS RESTRICTIONS O vxs *no
(1w ves, ciTx LAW(38) & mEcULATION(S)

16. AUDIT REQU|IREMINTS

*m O STATE 0O PFEDERAL D INDEPENDENT

17. I8 AN INDEX SYSTEM USEDY (1F YES.E)PLAIN
BRIRPLY AXD DESCRIBE ANY MIDIARK/.O"'A"

ﬂm*m

T ————
LTI oy

L "
-

20. TELEPHONKE MAGER

DGS 3350-4 (REVISED 2/87)

/l,//o) Sy« D5

sen-Y




350-1)

. ANSTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES.
WIiTH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

FORRARD 7278 WATERLOO ROAD

P.0. BOX 273

pace AR or A7

JESSUP, MARYLAND 20784

5. DEFARTMENT /[AGENCY
DHCD

2. DIVISION

Div. Hlstorlcal ﬁnd Cultural

3. UNIT

. Wlﬂlflm--m mln-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

r . RECORD SERIES TITLE
. 22. VOLUNTEER FILES

. REFERENCE AS SELL AS RETENTION AND mmr.umnn

5. KEAMLIEST YEAR/LATEST YEAR
1970 vo 199 &

| 6. RECOMD SERIES DESCRIPTION ‘uun.v DESCRIBE YME TYPES OF INFORMAYION/DOCUMENTS /FORMS POUND

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES)

Files containing time sheets, personal information and miscellaneous documents.

7. RECOMD SERIES FORMAT(S)
LETTER SIZE U MICROFILM

LEGAL SIZE 0O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
O AUDIO TAPE D VIDEO TAFE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
*MIGAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

FILE DRAWER(S)

/0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

RUTSEN [ OTHER(SPECIFY)

30. ANNUAL ACCUMULATION
ﬁrlu DRAVER(S)
1. O MICROFILM REEL(S)
RUMSEX O COMPUTER TAPE(S)

ConErseeciry) . |

198, piig 15 usen

DAILY

D wEBRQY D MONTMLY

e

12. p)LE BECOMES INACTIVE AFTER

N D MONTH(S) YEAR(S )

:a. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Lot pry. oo

Sz

14. 1S RECORD SERIES DUPLICATED ELSEN-IIE?

tir vz, sPrEciIFrY seENCY OR onlcz)
oves Bmo

15. ACCESS RESTRICTIONS C yxs NO
(sr ves, civs Law(s] & mu=cuLATION(S)

16. AUDIT REQUIREMENTS

*m O STATE O FEDERAL O lm

P

7. IS AN INDEX SYSTEM USED?Y (1r YRS .BOPLAIN
BRIEFLY AND DESCRIRE ANY MARDRARE/SOPTBARE )

© ves 5 wo

’ B "
A b A

RECOMMENDED METENT JON Q)e;j\/\-07

)ZM (2) %S’ W ‘\.‘a.

18.

O S ey

OF PREPARER 20.

TELEPHONE NAGER

(y/o) S/V\ 75

"./,? /72

4
DGS 8350-4 (REVISED 2/87)

s -




. JUSTRUCTIONS - -TYPE OR PRINT A
<« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORRARD
WiTH RECORDS RETENT ION SCOHEDULE

_.as 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20794

1 . DEFARTMENT /AGENCY
DHCD

2. DIVISION
Div. Historical aBd Cultural

" DEFINITION-NECORD SERIES-

A SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
LI1ON PURPORKS .

4. FECORD SERIES TITE

: 23.

. REFERENCE AS BELL AS RETENTION AND DISPFOS

REVIEW AND COMPLIANCE

3. EAMLIEST YEAR/LATEST YEAR
o /772

6. RECOMD SERIES DESCRIPTION |

4N PE SERIES.

BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS POUND
INCLUDE TME PURPOSE OR PUNCTION OF TMK SEFIES)
Files contain all correspondence and documentation of projects reviewed to fulfill
compliance with federal and state historic preservation laws and regulations.

7. RECORD SERIES FORMAT(S)
O LETTER S12E D MICROFILM
LEGAL SIZE U COMPUTER TAPE

BOUND BOOK D rFLOPPY DISK
D AUDIO TAPE D VIDEO TAPE
D OTrER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
D NUMERICAL
D GHRONOLOGICAL

9. VOLUME
!\ru.: DRAVER(S )

MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

74
RASER

*um:m
O OMHER(SPECIFY)

TION

FILE DRAWER(S)
}0 O MICROFILM REEL(S)
KUMSEX O COMPUTER TAPE(S)

10. ANNUAL

O OTHER(EPECIFY)

193, piig 15 useD 12. FILE BECOMES INACTIVE AFTER
_ DAILY D weDQAY O MoNTHLY 'mégn.— D MONTH(S) ﬁm(s)

|

1 33. QURRENT LOCATION({S] (BLDG.,FLOOR, ROCOM)

Seo  Corro

tir vxs
O yxs

14. IS Em SERIES DUPLICATED ELSEYIHE(E?
SPECIPY 2GENCY OR orrccz)
. NO -

18. ACCESS RESTRICTIONS

 y-—
(sr vs, ci1TE LA®(s) & mEGULATION(S)

P - Cda b AV 83BN S-biS

16. AUDIT nwlm

o o srar

FEDERAL 0 [INDEPENDENT

$7. 18 AN INDEX SYSTEM USKDY (1r YRS .EOPLAIN
SEIEPLY AXD DESCRIBR ANY MARDBARK/SOPTEARK )

o ves Y vo

RECOMMENDED METENT ION

S%M '

T

20. TELEFHONE NUMEER

/y/o) 5‘/.}/\ 748 S

21. DATE

Vor/ v

DGE 350-4 (REVISED 2/ 7) '

S<o-f




. JUSTRUCTIGS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEVY OR

REVISED RECORD SERIES. FORUAND
WITH RECORDS FRETENTION SQEDULE

‘ls 380-1)

’.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROQAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

$ . DEFARTMENT /AGENCY 2. DIVISION

DHCD

Div. Historical apd Cultural

" DEFINITION-RECORD STRILS-

4. RECORD SERIES TITLE
¢ 23. REVIEW AND COMPLIANCE

A SROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
. REFERENCE AS EELL AS RETENTION AND DISPOSITION PURPOSKS :

5. EAFLIEST YEAR/LATEST YEAR

ZZéZ o /972

6. RECORD SERIES DESCRIPTION |
4n PE SERIES.

BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND

Files contain all correspondence and documentation of projects reviewed to fulfill
compliance with federal and state historic preservation laws and regulations.

INCLUDE THME PURPOSE OR FUNCTION OF THE SEMIES)

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE O MICROFILM

LEGAL $1ZE 0O COMPUTER TAPE O NUMERICAL

BOUND BOOK O rFLOPPY DISK
O AUDIO TAPE D VIDEO TAFE
© OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL

O CHRONOLOGICAL
*GMICAL
O OTHER(SPECIFY)

5. VOLUME
iru: DRAWER(S )

MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

74
ROAEER

10. ANNUAL TION
FILE DRAWER(S)
] O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)

D omreiesrciry) .}
191 piix 15 usep 12. FILE BECOMES INACTIVE AFJER
DALY 0wy D MoNTILY 0 O monTH(8) YEAR(S ]

N

p—
: 3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGK)

Sen  Corone

14. IS RECORD SERIES DUPLICATED ELSEWN-IIE?

{ir vz, sreciIPY sozncy OR oncc:)
Ovyzs R MO - .

18. ACCESS RESTRICTIONS YES O no
(sr vEs, ciTx Law(s) & mEouLATION(S)

M Cde b At 838 Sed. §-biS

16. ALDIT REQUIREMINTS

A S

17. 18 AN INDEX SYSTEM USED? (1r YRS.E)PLAIN
SRIEFLY AXD DESCRIBE ANY MARDRARK/SOPTWARE )

07;:3 *m

$18. RECOMMENDED METENT ION

S%M

mem

Ul

 TELEPHONE NUGER

/9//0) Sy AR

DATE

Yo 70

21.

DGE 330-4 (REVISED :/J)) ‘

Sso-f




. ASTRUCTIQNS - -TYPE OR PRINT A
{ SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
YITH RECORDS METENT ION SCHEDULE

P.0.
380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

racz 2Y or 27

1 . DEFARTMENT /[AGENCY

2. DIVISION
DHCD |

Div. Historical angrgg%g%gal

3. UNIT

4. RECORD SERIES TITMLE
« 24, TFINANCIAL ASSISTANCE AND EASEMENTS FILES

. DEFINITION -RECORD mlu.l SROUP OF RELATED RECORDS NORMALLY #}ILED
' . REFERENCE AS UELL AS RETENTION AND DISPOSITION PURPOSKS

AND USED AS A UNIT FOR

5. EAMLIEST YEAR/LATEST YEAR

1969 vo 1992

Files contain all record%"rerat!%glfg'

6. RECOMD SERIES DESCRIPTION ‘“IIPI-Y DESCRIBE THE TVYPES OF INFORMATION/DOCUMENTS /FORMS FOUND

INCLUDE TME PURPOSE OR PUNCTION OF TME sEriEs)

the state historic preservation grant and loan program as well as material
relating to easements held by the Maryland Historical Trust.

7. RECOMD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
LEGAL SIZE

O COMPUTER TAPE D NUMERICAL

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

D OTHER(SPECIFY)

8. RECORD SERIES BEQUENCE

Y ALmARETICAL

D CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLWUME

‘ﬁru.: DRAVER(S )

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
" O OTHER(SPECIFY)

Y

10. ANNUAL ACCUMULAT ION

Y FILE DRAWER(S)
& D MICROFILM REEL(S)

ROMBER O COMPUTER TAPE(S)

193, g 18 usep

_ DALY D QY O moNTHLY

|

D OMFR(SPrCIFY )

12. FiLE MECOMES INACTIVE AFTER Sac bacK
g © MONTHIS) O YEAR(S)

: i3. CURRENT LOCATION(S) (BLDG.,FLOOR,NOOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWMHIIE?

ti» vxs, srECIFY saENCY OR OPFicCE)
0 vxs NO :

$8. ACCESS RESTRICTIONS O vxs *uo
{ir ves, ci17x LAW(S] & mEGULATIONIS)

16. AUDIT REQUIREMENTS

O NoNE \Atu'r: ¥r:u:|w. B INDEPENDENT.

$7. IS AN INDEX SYSTEM USED? (irF vES.IPLAIN
SEIEPLY AKXD DESCRIBE ANY HARDBARE/SOFTBARK )

. - 1

-,
R

o ves Y wo

?.ﬂy 7! A O 20.
4 MWW&—»

TELEPHONE NAGER

DGE8 330-4 (REVISED 8I/.1)

(7r0) Sy~ 7455

sso-Y




18 ONVIALYYY

T AVW

—
I "d

AIEDTY

UL LT 2 lm. Nun

tceuvmwv- NERT)
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Description

24,

26.A

24.B

24.C.

24.E

PINANCIAL ASSISTANCE AND EASEMENTS-Office of
Preservation Services

Grant Piles

“pPiles contain all applications, plans,

agreements, project Ln'poctian forms, grant
disbur s, oorresp and other
information relating to the state historic
preservation grant program.

Grant Application Pilep

Files contain all non-funded grant applicstions
received, as well as materials related to the
application solicitation, grant selection, and
award notificatjon process, organized by grant
round.

Loan rilse

Files contain all applications, plans,
agreements, mortgages, project Ln-poction and
fund disbur forms, corresp and
other infokmation relating to the state historic
preservation loan program.

lean Application Files

Files contain all non-funded loan applications
received, as well as materials related to loan
application solicitation and award process.

Easement Piles

files contain preservation easements held by the

nlryland Historical Trust, including property
ation, inspection reports, requests for

and decisions on alterations and changes, and
other correapondence.

$CHEDULY
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wo. No. Description Retention
Retention
24.F. pending EKasement Files
Piles contain all materials relating to the Retain for five (5) years
acquisition of as yet ed ts. from date of last
correspondence. Then
. d destroy:
Retain files for ten (10)
years from date of project 25. | ARCHEOLOGICAL SERVICES - Office of Preservation
completion. Then destroy. Services
Archeclogical research reports prepared as the Upon project completion,
result of review, compliance, funding, easement send to Maryland Historical
or other activities. Trust library for permanent
collection., Transfer
Retain for three (3) years periodically to Maryland
from date of notification state Archives
of rejection. Then
destroy. 26. | ARCHITECTURAL AND ENGINEERING SERVICES - Office
of Preservation Services
Piles contain all documentation and Retain all files for five
correspondence relating to the acquisition and (5) years from date of sale
Retain files for ten (10) disposition of Maryland Historical Trust-owned or transfer. Then transfer
years from date of loan property. to the Maryland State
repaymaent. Then discard. Archives. Retain all
' leased property files until
superseded. Then destroy.
27. PROJECT PLANS, SPRECIFICATIONS, AND ENVIRONMENTAL

Retain for three (3) years
from date of notification
of rejection. Then destroy.

Original recorded easement -
and exhibits are sent to
the Maryland State Archives
upon epgement execution.
Maryland Historical Trust
retains a copy of the
executed original, all
photographic negatives, and
all other property
documentation and
information in current
files for thirty (30)
years.

REPORTS - Office of Preservation Services

Files contain oversized project plans,
specifications and environmental reports
generated from review, compliance, financial
assistance, easement and Maryland Historical
Trust-owned property activities.

Transfer to Maryland State
Archives all items for
properties on which
sassments are held.
Discard all else.




. AISTRUCTIQNS - -TYPE OR PRINT A
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REVISED RECORD SERILS. FORRARD
¥IiTH RECORDS RETENTION SCEDULE
580-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD

mOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

race 23 or 27

1. DEFARTMENT /AGENCY
DHCD

2. DIVISION

Div. Historical ang Cultural

3. UNIT

ams

4. RECORD SERIES TITLE
‘ 25. ARCHEOLOGICAL SERVICES

. DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS nquALLV FILED AND USED AS A UNIT FPOR
. REFEREKNCE AS WELL AS RETENTION AND DISPOSITION PURPOSKS :

5. EAMLIEST YEAR/LATEST YEAR
(965 vo (77%

| 6. RECORD SERIES DESCRIPTION |
N PE SERIES.

easement or other activities.

BRIEFLY DESCRIBE THME TVYPES OF INNMTI“[»CWTI/'ON PFOUND

Archeological research reports prepared as the result of review, compliance, funding,

INCLUDR THE PURPOSE OR FPUNCTION OF THE BSEFIES|

7. RECORD STERIES FORMAT(S)
*Ll'lm S1ZE O MICROFILM
D LEGAL SIZE D COMPUTER TAPE

BOUND BOOK O FLOPPY DISK
O AUDIO TAPE D VIDEO TAPE
0 OTER(SPECIFY)

8. RECORD SERIES SEQLENCE
O ALPHABETICAL
Y naerica J.na a,tw%
O CHRONOLOG I CAL
O GEOGRAPHICAL
O oTHER(SPECIFY)

5. VOLLME

D FILE DRAVER(S)
H10%¢ g MICROFILM REEL(S)
O COMPUTER TAPE(S)
m O OTHER(SPECIFY)

"110. ANNUAL ACCLMULATION

100 D FILE DRAVER(S)
V‘F O MICROFILM REEL(S)

m O COMPUTER TAPE(S)

D oneEp(smeciry) ]

|93, piig 15 usep

DAILY D vEEQLY O MONTHLY

12. piLE BECOMES INACTIVE AFTER rapens

D MONTH(S D YEAR(S
HoREYY (s (8]

‘%_,
i3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

Saa— G~y s

14. 1S RECORD SERIES DUPL ICATED ELSEWHIIE?

(ir vxs, srEzciFY ssENcY OR orrccz)
o vxs Wwo

18. ACCESS RESTRICTIONS YES D NO
(sr vRs, c17x LAW(S) & REGuULATION(S)

Aot Dde VO At 838 Sodf. 5-615

16. AUDIT REQUIREENTS

*m D STATE D FEDERAL 0O INDEPENDENT

17. I8 AN INDEX SYSTEM USEDT (1Fr YRS .OPLAIN
SEIEPLY AKD DESCRIBR ANY MARDBARK/ SOPTEARK )

oves Y e
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. dUSTRUCTIGNS - -TYFE OR PRINT A
<« SEPARATE FORM FOR EACH NE¥Y OR

REVISED RECORD SERIES. FORRARD
WITH RECORDS RETENTION SCOEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

t $80-3)
- DEFANRTMENT /AGENCY

DHCD .

Dlﬁ.pﬁgg%gggcal apd Cultural’
Trograms

. Wlul’,lm.‘m SERIES - A SROUP OF RELATED RECORDS NORMALLY PILED

4. FECORD SERIES TITLE
' 26.

_REFERENCE AS SELL AS RETENTION AND DISPFOS

ARCHITECTURAL AND ENGINEERING SERVICES FILES

AND USED AS A UNIT FOR
1TION PURPORES .

5. EAMLIEST YEAR/LATEST YEAR
196 vo 1772

N PE SERIES.

6. MECORD SERIES DESCRIPTION (P"!/EPLY DESCRAIBE TME TYPES OF INFORMATION/DOCUMENTS/PORMS POUND
INCLUDE TME PURPOSE OR PUNCTION OF THE SEFiES)
Files contain all documentation and correspondence relating to the acquisition and
disposition of Maryland Historical Trust-owned property.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE D MICROFILM
LEGAL SIZE 0 COMPUTER TAPE

BOUND BOOK O rFLOPPY DISK
O AUDIO TAPE D VIDEO TAPE
D OMER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL
O NUMERICAL
0 CGHRONOL.OG I CAL
u GEOGRAPH1CAL
O oTHER(SPECIFY)

9. VOLUME
* FILE DRAVER(S)

O MICROFILM REEL(S)
‘z“‘_ O COMPUTER TAPE(S)

D OTHER(SPECIFY)

10. ANNUAL TION
gnu DRAWER(S)
/‘,’ MICROF ILM REEL(S)

KUMSEN O COMPUTER TAPE(S)

D OTHFR(ESPECIFY )

113, piig 15 useD 52. FiILE BECOMES INACTIVE R

_ DAILY D wEDQY O MONTHLY O MONTH(S) YEAR(S )

;i -

i 43. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM) 14. IS RECORD SERIES DUPLICATED ELSEN-IIE?

St Lot Moz

tsr vxs,

SPECIFY 28ENCY OR orrccz)
0 vxs NO

183. ACCESS RESTRICTIONS

O vxs
(sr vy8, c17x Law(8) & mmoutaTIONDS)

16. AUDIT REQUIREMENTS

*m O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1F vRS.mOPLAIN
SEIEPLY AXD DESCRIBE ANY MARDRARLE/SOFTEAREK )

oves | e

A

o il et L

1s. 7 RETENT 10N . %Wﬂ%yy
W rg‘t $, & o
g, md Sl § Pnashecs g

'.MA’D ITLE OF pPREPARER

/y2162f<k1 @y A

20. TELEPHONE NUMEER

DGS 330-4 (REVISED 2/87)

(vro) s71- A4S

§so-Y




. ASTRUCTIGNS - -TYPE OR PRINT A
« SEPARATE FORM FOR EACH NEW OR

MLV ISED RECORD SERIES. FORRWARD
YIiTH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7373 WATERLOO ROAD

P.0.

AGENCY RECORDS INVENTORY

Div. Historical apgog%%ﬁgral

X 278 7 R
’ $50-1) JEBSUP, MARYLAND 20704 PACE 2_oF 2L
% DEFARTMENT [ AGENCY 2. DIVISION 3. WwT
DHCD

" DEFINITION -NECORD SERIES A OWOUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

. REPFERENCE AS UELL A9 RETENT)ON AND !|.nlw
4. FECORD SERIES TITLE ' : : 5. EANLIEST YEAR/LATEST YEAR
' 27. PROJECT PLANS, SPECTFICATIONS AND ENVIRONMENTAL RPTS

N

| 6. RECOMD SKRIES DESCRIPTION (P%!EFLY DESCRISE TME TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE GR FUNCTION OF THE SEFIES)
Files contain oversized project plans, specifications and environmental reports

generated from review, compliance, financial assistance, easement and Maryland
Historical Trust-owned property activities.

7. RECORD SERIES FORMAT(S)
*uﬂtn SI1ZE DO MICROFILM
D LEGAL S1ZE O COMFUTER TAPE
‘n-.m BOOK U FLOPPY DISK
D AuD10 TAPE D VIDEO TAFE
* OTHER( SPECIFY)

T

8. RECORD SERIES SEQUENCE
D ALPHABETICAL
0 MUMERICAL
D QHRONOLOG I CAL

’. VoL "/BMM"" > oy 2 fS
o ru.téLnAn:R(S)

O MICROFILM REEL (S|

O COMPUTER TAPE(S)

RousEw D OTER(SPECIFY)

O GEOGRAPYICAL
=) mn(sr:cnﬁ)

10. ANNUAL ACCUMULAT ION
O FILE DRAVER(S)
D MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)

P oner(seeciryy |

I 9. g 18 useD

DALY 0 wEBRQY

Ie

12.
O MoNTHLY

-

i i3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

S (o Mo

FILE BECOMES INACTIVE AFTER
O MONTH(S)

D YEAR(S)

¥

' 14. 1S RECORD SERIES DUPL ICATED ELSEWMNZIE?
{17 vxs, sPEciPY saEncyY O OPFiIcCE)

18. ACCESS RESTRICTIONS

O vzs q NO
{ir v, CI1Tx LAW(S) & mEouLATION(S)

16. AUDIT REQUIREMENTS

dmac O STATE O rFEDERAL D INDEPENDENT

$7. 18 AN INDEX SYSTEM USED? (1p vrS.DOPLAIN
SEIEFLY AND DESCRIARE ANY MARDRARE/SOPTWARK )
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